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Occupational Health & Safety Policy – Box Hill Institute Group 

Purpose 
To ensure that Occupational Health and Safety (OHS) is incorporated into all workplace and learning 
activities so that the prevention of occupational injury and illness, and the promotion of psychological 
and physiological well-being, becomes an integral part of our organisational culture.  

Scope 
This policy applies to staff, students, contractors, sub contractors and visitors at Australian BHI Group 
workplaces. This policy is applicable to the entities covered by this policy and associated procedures in 
all their operations and functions including those situations where students and employees are 
required to work off site.  For off shore entities that the Box Hill Institute Group controls such as 
Australia-Pacific Technical College (APTC) and where BHI Group is the employer,  the local Chief 
Executive Officer shall ensure the occupational health and safety responsibilities of the relevant entity 
are met, with BHI Group oversight on occupational health and safety matters. 

Policy Statement 
The BHI Group entities covered by this policy and associated procedures recognise their responsibilities 
under the Victorian Occupational Health and Safety Act 2004 to provide for, so far as is reasonably 
practicable, the health, safety and welfare of employees at work and other persons arising from the 
conduct of the entities of the BHI Group by providing a working and learning environment that is safe 
and without risks to health and will: 

 Comply with all applicable laws, regulations, codes and standards; 

 Manage occupational health and safety risks by implementing an effective system of work 
health and safety; 

 Develop a culture of responsibility and accountability through training and awareness 
programs; 

 Communicate with employees on occupational health and safety issues; and 
 Regularly monitor and review all aspects of the occupational health and safety program. 

The Occupational Health and Safety Policy is founded on the following principles: 

 Health and Safety Representatives (HSR) are elected, and may exercise powers, in accordance 
with the provisions of the Occupational Health & Safety Act 2004. HSR’s may represent 
members of their Designated Work Group (DWG) to which the HSR has been elected . The list 
of HSR’s is available on the Staff Web and will be displayed on noticeboards within the 
workplace. 

 DWGs will be established in accordance with the provisions of the OHS Act 2004 and will be 
constructed to best represent the members of the designated work group in a manner that 
provides for the ongoing development of safety and ensures a systematic approach to 
managing health and safety. 

 As far as reasonably practicable, consultation will occur with the most likely affected employees 
with regards to health and safety matters. Where the affected employees have health and 
safety representation, consultation must involve that person (with or without the involvement 
of employees directly). 

 Responsibilities of the Chief Executive Officer, managers and supervisors, employees and 
students, contractors and specific organisational units and committees are clearly assigned in 
relation to occupational health and safety. 

 An Occupational Health and Safety Committee is established to carry out specific duties in 
relation to work health and safety. 
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 Procedures relating to specific areas of operation in which BHI Group must discharge their 
occupational health and safety responsibilities will be established. 

Each of these principles is expanded on within the Occupational Health and Safety Responsibilities 
Procedure linked below. 
All staff, students and contractors are required to observe the provisions of this policy and associated 
procedures. Breaches of these provisions may result in disciplinary action in accordance with the 
appropriate discipline provisions applicable to staff or students.  In the case of contractors, observance 
of this policy and associated procedures is a condition of engagement and public sector Code of 
Conduct Guidelines. 

Code of Conduct 
All employees are expected to conduct themselves in a manner consistent with the BHI Group Code of 
Conduct for Employees; the Victorian Public Sector Employees Code of Conduct; and any code of 
conduct applicable within a host organisation. 

Definitions 

BHI Group means the consolidated economic entity of BHI Group as parent entity and CAE 
and BHE as controlled entities and BHI consortium membership with APTC 

BHI  
BHE  
CAE  
APTC 

means the Box Hill Institute 
means Box Hill Enterprises 
means the Centre for Adult Education  
means the Australia-Pacific Technical College 

Centre Safety Plan means the risk management document completed by organisation units on a 
yearly basis that highlights local risks and implemented controls 

DWG means Designated Work Group in accordance with the provisions of the OHS Act 

Emergency 
Department 

means an open accident and emergency section of a public or private hospital 
 

First Aid is the immediate treatment or care given to someone suffering from an injury or 
illness until more advanced care is accessed or they recover. The aims of first aid 
are to: 

a) preserve life; 
b) prevent illness or injury from becoming worse; 
c) relieve pain, if possible; 
d) promote recovery; and 
e) protect the unconscious. 

First Aider means a person with the designated duty to provide first aid in the workplace who: 
f) has attended training and has as a result an appropriate and current 

statement/s of attainment; or 
g) is an appropriate health professional 

First Aid Facilities means the physical resources provided at a workplace to ensure the timely 
provision of appropriate first aid to a person who suffers an injury or illness while 
at the workplace 

Hazard means anything that may cause injury or illness to anyone in the workplace. 
Hazards at work may include: faulty or unguarded machinery, chemicals, unsafe 
human behaviour, poor work design, repetitive movements, inadequate 
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management systems, no procedures for performing tasks safely or for using 
personal protective equipment 

Hazardous Manual 
Handling 

means any activity that requires a person to use force to lift, carry, pull, hold, 
throw or otherwise move or restrain an animate or inanimate object. It includes: 

a) Repetitive or sustained application of force 
b) Repetitive or sustained awkward posture 
c) Repetitive or sustained movement 
d) Application of high force 
e) Exposure to sustained vibration, and 
f) Manual handling of live persons or animals or 
g) Unstable or unbalanced loads or loads which are difficult to grasp or hold. 

Health Professional means: 
a) an appropriately qualified paramedic recognised by the Victorian 

Ambulance Service; or 
b) a doctor registered with the Medical Board of Australia; or 
c) an occupational health nurse or registered nurse who has current 

registration with the appropriate professional body. 

HSR means Health and Safety Representative in accordance with the provisions of the 
OHS Act 

Learner/Student 
 

a person who is currently enrolled in any program or course of study at Box Hill 
Institute or CAE including international and exchange/study abroad learners. 

Occupational 
Health and Safety 
Centre 

means the Centre responsible for administering the BHI Group’s occupational 
health and safety program 

OHS Act means the Occupational Health and Safety Act 2004 (Victoria) 

OHSC means Occupational Health and Safety Committee  

OHS Regulations means the Occupational Health and Safety Regulations 2007 (Victoria) 

Personal Protective 
Equipment (PPE) 

means an item of clothing or equipment designed to be worn or used by an 
individual to provide some means protection against an identified hazard. 

Risk is the likelihood of a hazard actually causing harm to anyone in the workplace 

Risk Control is the process of identifying and addressing the underlying causes of risk 

Serious And 
Sudden Injury Or 
Illness 

means one or more work or workplace-related injuries or illnesses that: 
a) occurs suddenly as a result of being at the workplace or as a result of the work 

undertaken there 
b) requires not only the provision of first aid at the workplace but  requires 

further assessment and/or treatment by an emergency department; and/or  
may cause permanent disability, disfigurement or death. Examples of serious 
and sudden injuries or illness include (but are not limited to): 

 amputation of any body part;  a serious head injury; 

 a cardiac arrest;  a spinal injury; 
 electric shock;  a serious eye injury; 
 de-gloving or scalping;  a major bleeding wound; 
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 a serious burn; or  heat stroke. 
 

Serious Burn means one that would require not only the provision of first aid at the workplace 
but require further assessment and/or treatment by an emergency department 
and includes one or more of the following types of burns: 

a) a chemical burn; 
b) an electrical burn; 
c) a burn to sensitive areas such as the face, hands, feet, groin or genitals; 
d) a burn greater than a 20 cent piece; 
e) a deep burn that is of concern (e.g. where a small molten fragment has 

become embedded); or 
f) any burn that is of concern. 

Related Procedures The following procedures are linked below: 

 Occupational Health and Safety Responsibilities Procedure  
 OHS Incident Reporting and Investigation Procedure 
 First Aid Procedure 

 Occupational Health and Safety Issue Resolution Procedure  
 Hazardous Substance Management Procedure 
 Manual Handling Procedure 

Related Operating 
Guidelines 

People and Capability Induction Procedures 

Related Forms Occupational Health & Safety Centre Safety Plan Template 

Related Policy, 
Legislation and 
Regulations 

Internal 
Prevention of Workplace Bullying Policy and Procedure 
Staff Induction Policy and Procedure 

Alcohol and Other Drugs Policy and Procedure 
Injured Workers Compensation and Return to Work Policy and Procedure 
Risk Management Policy and Procedure 
Code of Conduct for Employees 

External 
Accident Compensation Act 1985 (Victoria) 

Accident Compensation (WorkCover Insurance) Act 1993 (Victoria) 

Workers Compensation Act 1958 (Victoria) 
Occupational Health and Safety Act 2004 (Victoria) 
Occupational Health and Safety Regulations 2007 (Victoria) 
Dangerous Goods Act 1985 (Victoria) 

Equipment (Public Safety) Act 1994 (Victoria) 
Accident Compensation Regulations 2001 (Victoria) 
Accident Compensation (Self-Insurers’ Contributions) Regulations 1999 (Victoria) 
Dangerous Goods (Explosives) Regulations 2011 (Victoria) 
Dangerous Goods (Storage and Handling) Regulations 2000 (Victoria) 

Equipment (Public Safety) (Incident Notification) Regulations 1997 (Victoria) 
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Equipment (Public Safety) (General) Regulations 1995 (Victoria) 

Fair Work Act 2009 (Cth) 
Fair Work Amendment Act 2013 (Cth) 

Records Records will be maintained in accordance with the requirements of BHI Group’s 
Records Management Policy and Procedures.  

Review This policy and any associated procedures must be reviewed no later than five (5) 
years from the date of approval.  The policy and associated procedures will remain 
in force until such time as they have been reviewed and re- approved or rescinded. 
The policy and procedures may be rescinded or amended as part of continuous 
improvement prior to the scheduled review date. 

Approval Body Board of Box Hill Institute 

Endorsement Body Occupational Health & Safety Committee, Executive/Management Teams 

Document ID POLOD03 

Date Approved 1 May 2014 

Owner Executive Director People & Capability 

Author Manager, Occupational Health & Safety  

 
 

Linked Files 
1. Occupational Health and Safety Responsibilities Procedure  
2. OHS Incident Reporting and Investigation Procedure 
3. First Aid Procedure 
4. Occupational Health and Safety Issue Resolution Procedure  
5. Hazardous Substance Management Procedure 
6. Manual Handling Procedure 
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