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1. Introduction and Purpose

This agency staff OHS guide provides you with information on Occupational Health and Safety (OHS)
within Monash Health only. The manager or delegate within your allocated ward/department will advise
you of any specific information you will need to know to work safely within your environment.

Upon arrival at your allocated ward/department you are required to sign the Local Orientation Register
located in a blue folder in each area. If you have not worked in the area for a period of 12 months or
more, you will also be required complete the local orientation procedure with a delegated Monash
Health staff member. Local orientation provides you with the basics you will need to know to work
safely within your environment.

2. OHS Policy Statement

Monash Health is committed to providing a healthy and safe environment for all employees, patients,
visitors and contractors. Monash Health will so far as is reasonably practicable implement and integrate
measures that actively promote and improve the health, safety and wellbeing for all and prevent
workplace injuries and illnesses at all Monash Health workplaces.

Who must comply with this policy?

All Monash Health staff /volunteers/contracted parties /students / patients / clients / carers / families.
This policy applies in the following setting:

This policy is applicable to all Monash Health workplaces.

Commitment, Principles & Objectives

This policy is aligned with Monash Health’s ICARE values (Integrity, Compassion, accountability,
Respect, and Excellence) and duty of care to staff and patients/clients.

To fulfil its commitment Monash Health will:
o Ensure compliance with all relevant health and safety legislation.

¢ Reduce health and safety risks through a documented process of hazard identification,
assessment, implementation and review of risk controls;

e Monitor, review and improve health, safety and wellbeing management systems;

e Maintain and review consultative arrangements with employees, Health and Safety
Representatives contractors and stakeholders to facilitate employee participation in workplace
health and safety;

e Provide a documented agreed issue resolution process to assist with the effective and timely
resolution of health and safety issues;

o Ensure that all workplace illnesses, accidents, injuries and near misses are reported,
investigated and appropriate control measures implemented;

¢ Provide maintain and analyse an incident/accident register, comprehensive data base and
reporting systems, accessible at Site and Program level, to assist in identification of trends and
implementation of appropriate controls;

¢ Provide the necessary resources, information, instruction, training and supervision to enable
managers and employees to work together safely;

e Set objectives and targets in occupational health and safety performance to ensure continued
improvement aimed at elimination of work related injury and illness.
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3. No Smoking Policy

Monash Health is a smoke free workplace. This is in accordance with Monash Health's philosophy of
promoting preventative health measures for staff through the provision of a safe and pollutant-free work
environment.

4. Occupational Health and Safety Responsibilities at Monash Health

Everyone at Monash Health must take responsibility for their own safety and that of others at work
through acceptance of their actions in the course of their employment. Whilst engaged in employment
at Monash Health, you are required to:

o Use necessary safety devices and protective equipment;

¢ Follow health and safety instructions;

o Comply with OHS policies and procedures;

o Report all hazards or unsafe working conditions;

o Report all incidents or near misses;

o Keep work areas in a safe condition;

¢ Refrain from tampering with controls for the provision of a safe working environment;

e Participate in OHS Training relevant to your work area; and

e Consult in relation to OHS matters.
If you believe that an activity or the workplace environment poses a risk to your or others’ health and
safety, you must notify your immediate Supervisor or Manager to achieve an acceptable resolution to
the identified problem. Where a satisfactory outcome is not achieved you may speak with your
designated Occupational Health and Safety Representative or contact the OHS Advisory line as
outlined in section 5.1 of this guide.

5. OHS Consultation and Communication
5.1. OHS Advisory Line

Monash Health has a dedicated OHS Advisory line that has been established to ensure a quick and
simple way for staff to obtain advice on occupational health and safety (OHS). The line is operated by
one of the Monash Health, Health and Safety Business Partners. If the enquiry is more complex it will
be referred on to the most appropriate member of the Workplace Health and Safety team to assist you.

To contact the OHS Advisory Line please call: 9594 6140

We are available to take your call Monday to Friday* from 9.00am — 4.00pm
(*excluding public holidays)

For afterhours enquiries email: safety@monashhealth.org

Please note that the OHS Advisory Line is not for clinical enquiries such as patient safety, infection
control and medication safety.
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5.2. Commitment, Principles and Objectives

OHS benéefits significantly from effective consultation and communication. Monash Health recognises
that employees are often best placed to identify health and safety hazards and issues in the workplace.
We encourage consultation and communication with managers, supervisors and nurse in charge by all
employees to achieve best practice safety outcomes.

5.3. Health and Safety Representatives

Health and Safety Representatives (HSRs) play a vital role in making Monash Health workplaces safer.
HSRs are employees who are elected by members of their Designated Work Group (DWG) to
represent their work area. HSRs can be utilised by all employees as a method to provide a way for their
views and concerns about health and safety to be heard.

Where possible, your work area manager or delegate will notify you of the HSR for your workplace
during your local area orientation. However, in the instance that a HSR is not available, your manager
or delegate shall direct you to the OHS Notice Board for further information in your workplace and
advise you of alternative methods of consultation (e.g. communicate with nurse in charge).

6. Monash Health OHS & Emergency Management Intranet Site
Monash Health has a dedicated OHS and Emergency management site available to all staff.

To access the OHS or emergency management intranet site, click on the headers along the top of the
Monash Health intranet home page as shown below:
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7. Reporting Hazards and Incidents
Hazard - A circumstance that has the potential to cause harm, injury or damage
Incident - An event or near miss that could have or has resulted in harm, injury, illness or damage.

It is Monash Health policy that all hazards and any incidents (including near misses) be reported. All
agency employees are responsible for raising OHS issues with their immediate manager/supervisor or
if available, their Health and Safety Representative (HSR).

7.1. RiskMan Incident Reporting
Monash Health records all OHS incidents on the “RiskMan” incident reporting system.

When working at Monash Health you are required to report all workplace hazards and injuries or illness
following an incident that occurred at Monash Health, to your immediate manager/supervisor who will
enter the details of the hazard or incident into ‘RiskMan “on your behalf or, they will delegate this task to
another member of staff. The following flowchart outlines the process that shall be followed.

7.2. Incident Reporting Flowchart

3. Report: NUM or
1. Event: Injury/ 2. Notification: Notify Nurse in charge to

Incident / Near miss / » NUM or nurse in » assist agency
Hazard identified charge employee member to

enter RiskMan report

¥

6. Escalate: Monash : 4. Escalate: RiskMan
Health Bureau ‘ 2, Escalate; NUMIOG ‘ incident report to

Manager to notify nuri%tlirflycplz(a:wge o Monash Health
Agency Bureau manager

8. Occupational Violence and Aggression
8.1. What is Occupational Violence and Aggression?

Occupational Violence and Aggression (OVA) is a serious issue which is recognised as an important
health and safety risk for staff in health services. OVA is defined as “a violent and/or aggressive event”
and includes any threatening or intimidating action that places the patient, relatives or staff at risk, or
results in their feeling fearful of being at risk of physical, emotional and or psychological harm.

OVA can be verbal or physical in nature and causes disruption to the workplace and violates the
person’s wellbeing. It most often involves verbal abuse and threats of harm and extend to physical
aggression.

Monash Health is committed to reducing the risk of OVA incidents. Please tap on the below logo to
view our “Were Not Going to Take It” OVA campaign video:
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TAP ME

Monash Health is committed to managing and preventing OVA

A resource kit has been developed to assist all employees in dealing with an OVA event at work and is
available from your manager or supervisor within your allocated ward or department.

Monash Health has a resource kit available to all employees inclusive of Agency employees to utilise in
the event of Police involvement in an OVA incident. The resource kit provides a framework for the
reporting process and ensures the physical and mental wellbeing of all employees is managed
appropriately in the event of OVA.

Best practice response to OVA incidents requires cooperative and coordinated action by managers, the
police and all employees. Early recording and reporting of an OVA incident will result in effective
interventions.

9. Emergency Management

9.1. Emergency Codes and Procedures
EMERGENCY CODES

FIRE SMOKE CODE RED
EVACUATION CODE ORANGE
BOMB THREAT CODE PURPLE
MEDICAL EMERGENCY CODE BLUE
CLINICAL AGGRESSION CODE GREY
PERSONAL THREAT CODE BLACK
INTERNAL EMERGENCY
EXTERNAL EMERGENCY CODE BROWN
ALL CLEAR / STAND DOWN CODE ALL CLEAR / STAND DOWN

EMERGENCY — MAJOR SITES - DIAL 999 OTHER SITES - DIAL 000

It is important that you know what to do in the event of an emergency. At the commencement of your
shift you are advised to familiarise yourself with the Emergency Procedures that apply to your
workplace and the facility. Further information is available from:

e Monash Health Emergency Procedures Booklets (available near every phone).

e Site Emergency Procedures (available via the PROMPT Policy and Procedure page on the
Monash Health Intranet)

o Emergency Management Intranet page
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9.2. Fire Prevention

Every precaution has been taken for the prevention of fires. Please ensure that you observe the no
smoking policy, and ensure that exit doors and egress routes are not obstructed.

In your area of work you should:

¢ Identify who the Zone Warden is for your area (In clinical areas, the Zone Warden is the nurse
in charge of that area)

¢ Note the location and usage of fire extinguishers and firefighting appliances

¢ Note the location of the nearest telephone and Manual Call Point (Break Glass Alarm)

e Note the Emergency Telephone Number (This should be fixed to each telephone)

o Familiarise yourself with the building layout, evacuation routes and evacuation assembly area

9.3. Action in Emergencies
In the event of any emergency, remain calm and follow the directions of the Zone Warden for the area.
Remember, prompt and correct actions from the outset can avert a possible disaster.
If you discover a fire you should:

¢ Remove any person in immediate danger if safe to do so.

e Alert the person in charge / CALL999 Major Sites, 000 other sites / activate the nearest Manual

Call point (Break Glass Alarm).
e Contain the fire by closing doors.
o Extinguish the fire if it safe to do so, or prepare to evacuate.

Version Date Revision status Description
2.0 November Final First Issue of Document July 2016
2017
Approver Author Organisation
Director, WHS M. Ovens Monash Health
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