TOOWOOMBA U3A in Toowoomba Inc

U D q 7 Matthews Street
a PO Box 404, Drayton North, Qld Phone 4687

THE UNIWVERSITY OF THE THIRD AGE

PREAMBLE

U3A in Toowoomba Inc., is required to comply with the Work Health and Safety Act 2011

(QLD), including associated legislation and guidance material.

SCOPE

The U3A policy, guidelines and procedures are aimed at providing information to assist all
members, volunteers, employees and contractors to understand their obligations to
participate in U3A activities safely, without causing physical or psychological harm to
themselves or anyone else.

POLICY

U3Q is committed to providing and maintaining, as far as is reasonably practicable, a safe
and healthy environment for all members, volunteers, employees and contractors. All
members, volunteers, employees and contractors are responsible for ensuring their
actions and behaviour does not adversely affect the physical and psychological safety and
wellbeing of themselves and others.

DISCLAIMER

U3A in Toowoomba Inc, in no way claims this policy to be a comprehensive document
covering all aspects of “Risk Management” which is likely to affect the operations of U3A
in Toowoomba Inc, The document suggests a number of important areas that should be
covered in order that a safer environment may be provided for members, and non-
members. Whilst every effort has been made to ensure issues related to “Risk
Management” within U3A in Toowoomba Inc. the Management Committee does not

accept any responsibility for any errors, omissions or inaccuracies whatsoever within the
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RISK MANAGEMENT POLICY

Document. This document is provided on the basis that U3SA Toowoomba Inc. shall not
be liable for any loss, damage or injury whatsoever arising from and incorrect, incomplete

or out of date information contained within this document.

GUIDELINES

1. MANAGEMENT COMMITTEE

WHA&S laws require organisations that engage workers to ensure as far as is
reasonably practicable, the physical and mental health and safety of all workers
including volunteers. To comply with these laws, all members of the Management

Committee will:

1.1. Familiarise themselves with their WH&S obligations

1.2. Understand the nature of the work U3A does and stay aware of the risks
workers and volunteers may face when working for U3A.

1.3. Ensure employees, Tutors, volunteers, members and contractors are aware
of, and have access to, U3A policy and relevant guidelines.

1.4. Provide relevant training, information and instructions to employees, tutors,
volunteers and contractors.

1.5. Welcome feedback on safety and health issues and have in place a process to
address issues and communicate outcomes.

1.6. Include safety, health and wellbeing as an ongoing meeting agenda item.

2. TUTORS and VOLUNTEERS

Under the WH&S Act you are a volunteer if you are working without payment of
financial reward (but you may be receiving out of pocket expenses) for and

organisation that also engages paid workers.

If you are a volunteer under the WH&S act you are also a worker. This means that
the U3A should provide you with the same protections as its paid workers as far as is
reasonably practicable. It also mean that U3A does not have to guarantee that no
harm will occur, but must do what is reasonably able to be done to ensure your health
and safety. As a worker, you have obligations under the WH&S Act. The following is

a guide for how you might meet your obligations:

2.1. Take reasonable care of your own health and safety.
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2.2. Take reasonable care to ensure you don’t affect the health and safety of
others.

2.3. Carry out your tasks in a safe way.

2.4. Follow any reasonable work health and safety instructions given to you by
U3A.

2.5. Cooperate with the reasonable policy, guidelines and procedures of U3A that
relate to work health and safety.

Essentially what is reasonable care would be what a reasonable person would do

in the circumstances considering thins like:

¢ Your knowledge.

¢ Your role.

¢ Your skills and the resources available to you.

¢ Your qualifications.

¢ The information you have.

¢ The consequences to health and safety of a failure to act in the
circumstance.

Other ways of making sure you take reasonable care are:

¢ Ensure class participants are aware of the Evacuation Procedures.
¢ Ensure class participants are aware of First Aid Kit locations and

procedures in the event of an accident or incident.

3. U3ACLASSES and WORK in PRIVATE HOMES

As a volunteer you may carry out work, including tutoring, for U3A from your own
home. If this is the care, you still have a duty as a volunteer worker under the WH&S
Act when carrying out you volunteer work. If you volunteer work from your own home,
U3A does not own, control or mange the place that you are working from. This means
that U3A has a limited ability to ensure your health and safety when at work.

U3A must still comply with their duty to ensure your health and safety but what is
reasonably practicable for them to do will be different than if you work in a workplace

that they have control over.
You still need to:

¢ Take reasonable care of your own health and safety.
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¢ Ensure that what you are doing for the organisation does not affect others,
and follow reasonable instructions and policies and procedures of U3A.

If you are doing volunteer work at your home and other volunteers or members will be
working there with you or attending a class, you also need to make sure your home is
safe for them to come into. This is the same common law, day-to-day duty you have

with any visitor who comes to your home.

You are required to:

+ Put controls in place to mitigate any hazards or risks of people entering you
home so far as is reasonably practicable (e.g. electrical cords will be out of the
way to prevent trip hazards, animals will be kept out of the house during
tutoring, seats will be checked for sturdiness, etc.).

Communicate emergency procedures.

Consider access requirements for people with ambulatory difficulties.

Provide toilet facilities.

* & o o

Provide drinking water.

4. EMPLOYEES

As an employee, you should expect to work in a safe and healthy environment where
facilities and equipment provided by U3A are conducive to meeting that environment.

You also have a personal responsibility under the WH&S laws to:

¢ Take reasonable care for your own health and safety and take reasonable
care that you do not adversely affect the health and safety of others.

+ Comply, so far as reasonably able, with any reasonable instruction that is
given U3A.

¢ Cooperate with any reasonable U3A policy, guideline and procedure relating
to health and safety.

+ While U3A has overall responsibility for the provision of a safe and healthy
workplace, employees also have a responsibility to raise any concerns
regarding their work environment that they consider is, or may lead to, a safety
or health issue. Being proactive in looking after themselves and others in the
environment will help ensure that everyone goes home safely. Refer to

Hazard reporting procedure.
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5. MEMBERS

5.1.
5.2.

5.3.

5.4.

5.5.

Take reasonable care of your own health and safety.

Take reasonable care to ensure you don’t adversely affect the health and
safety of others.

Carry out your activities in a safe way, following any reasonable work health
and safety instructions given to you by your Tutor.

Be willing to accept your Tutor’s advice concerning you physical capability in
you chosen activity.

Be aware of the consequences to your health and safety of a failure to follow

up such advice.

6. HARRASSMENT and DISCRIMINATION

6.1.

6.2.

WORKPLACE BULLYING

The work health and safety responsibility of U3A requires us to prevent
workplace bullying, stress and harassment. Workers, including volunteers,
also have a duty to ensure that their actions do not constitute a risk to their

own health and safety or that of other people in the workplace.

WH&S DISCRIMINATION

The WH&S Act also expressly prohibits the discrimination or unfair treatment
of workers, including volunteers, because they have raised a work health and
safety concern. A person found to be engaging in this type of discrimination
may be liable to criminal penalties. If you consider you are being harassed,
bullied or discriminated against, the first course of action is to approach the
perpetrator to overcome the unacceptable behaviour. If the unacceptable
behaviour does not cease after approaching the alleged perpetrator then the
procedure set out in the Code of Conduct should be followed. If you feel that
U3A has not satisfactorily addressed the complaint you can contact your state

or territory regulator for information and advice.
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PROCEDURES

1. TRAINING and INSTRUCTION

1.1. All new Tutors will be issued with a Tutors’ Guide that sets out class conduct
requirements, including safety, health and wellbeing responsibilities and
procedures.

1.2. All new Tutors will undertake Tutor Orientation, covering U3A in Toowoomba
procedures, processes, risk management and U3A history.

1.3. Safety, health and wellbeing information, advice and instructions will be
issued to Tutors, employees and volunteers from time to time on a needs

basis.

2. LEARNING & MEETING ENVIRONMENTS & EQUIPMENT

2.1. In all U3A classes, offices and at U3A events employees and tutors shall
check and ensure that the venue where the class, work of event is being held
and the equipment are safe and appropriate for that class, work or activity.

2.2. Should the venue and/or equipment be unsafe the employee of Tutor shall
take action to remedy the condition before the class, work or activity
proceeds.

2.3. The employee or Tutor has the authority not to proceed with class or activity if

it is considered unsafe to do so.

3. INCIDENT REPORTING and SAFETY FEEDBACK

3.1. In the event of an incident/accident or observed unsafe workplace or
practices, employees, Tutors and volunteers are expected to report the
incident and/or condition to relevant management personnel as soon as
practicable and with 24 hours of the incident/accident happening. In the case
of an employee or volunteer this will be the person’s immediate tutor. In the
case of Tutors with will be to the appropriate member of the management, or
the Office Administrator.

3.2. All incident/accidents shall also be reported in writing using the U3A
Accident/Incident Report form. The form should be completed in full and

submitted to the Office Administrator.
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3.3.

3.4.

3.5.

RISK MANAGEMENT POLICY

Employees, tutors and volunteers are encouraged to offer suggestions to
improve safe work practices and safe work environments. Feedback and
suggestions should be submitted to the person’s Tutor of Office Administrator.
The Management committee shall maintain a standing agenda topic, WH&S,
receive incident/accident reports and safety and workplace improvement
suggestions. The Management Committee shall address all reports and
suggestions and Minute remedial action taken.

For grievances the procedure outlined in the Code of Conduct and Grievance

Policy should be followed, refer to Incident/Accident procedure.

4. EMERGENCY and FIRST AID

41.

4.2.

4.3.

4.4.

4.5.

Tutors shall ensure that employees and members are familiar with the
emergency procedures relevant to the facility or venue of the work, class
and/or event they are in. This will require a reminder to employees and
members from time to time and shall at least take place whenever the class
or event is in a new venue or facility, or when new people join a class.
Tutors should know where the nearest first aid cabinet and/or facilities are
located and how to access materials.

Members should be encouraged to carry with them medical information,
including emergency contact numbers, to be accessed in the event of any
emergency.

In the event of an emergency the tutor shall assume responsibility and take
appropriate action in accordance with the seriousness of the emergency.
When a class is held in a private home the Tutor shall assume responsibility

for provision of an adequate First Aid Kit.

5. FOOD and BEVERAGE

All members should:

5.1

Ensure appropriate food and beverage management and proper hygiene
practices are observed whenever food and/or beverages are being supplied

directly by U3A or any of its members.
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6. HANDLING OF MONEY

The Treasurer shall be responsible for: -

6.1. The collection of monies being paid by members or non-members for U3A in
Toowoomba Inc. meetings, classes or activities. In her/his absence, this
responsibility may be delegated to another member or members or office
administrator.

6.2. The banking of all collected monies should be paid into the organisations
bank account as soon as possible.

6.3. Ensuring that no payments are made without evidence of the debt by way of
invoice, voucher or receipt.

6.4. Ensuring all financial transactions made by the U3A in Toowoomba Inc. are
endorsed by the Management Committee.

6.5. Ensure that an appropriate audit is carried out each financial year.

7. BLOOD SPILLS

7.1. Spills of blood or body substances are to be dealt with as soon as possible.
Isolate or restrict if access to the area if there is an unavoidable delay.

7.2. Standard precautions apply — assume all blood and body substances are
potentially infectious and cover cuts, maintain hand hygiene and use
appropriate Personal Protective Equipment (PPE).

7.3. Small spills: e.g. spots or drops of blood and other small spills up to 10cm
diameter -

Apply appropriate PPE.

Wipe the area immediately with paper towelling.

Clean with warm water and detergent followed by rinsing.

Dry the area (as wet areas attract contaminants).

A sanitiser (e.g. alcohol wipe) can be used on the area after cleaning.

7.4. Larger spills that cannot be safely managed using cleaning equipment
available at a venue should be isolated and professional cleaners engaged to
clean the area.

7.5. Tutors for some activities may request the purchase of a Biohazard Spill Kit to
assist in the management of blood spills and possibly comply with insurance

requirements.

Page 8



1.

RISK MANAGEMENT POLICY

DEFINITONS OF TERMS USED

PCUB A person conducting of business or undertaking (PCUB) is the pain duty
holder under the Workplace Health and Safety Act. They are usually the employer
and may be a partnership, company, unincorporated body or association, a sub

trader, a government department or statutory authority.

A volunteer organisation is a PCUB if it employs one or more paid workers. PCUB
(U3A in Toowoomba Inc.) will be referred to as the organisation of U3A in this

document.

WHA&S laws. The work Health and Safety Laws applicable to U3A in Toowoomba

Inc. include the:

= Work Health and Safety Act 2011
= Work health and Safety Regulations 2011
= Codes of Practice

= Any amendments to the above Acts and Regulations

Reasonable Care: This term describes the standard of care that workers, including
volunteers, must meet. It means doing what a reasonable person would do in

the circumstances having regard to things like:

Your knowledge

Your role

Your skills and the resources available to you
Your qualifications

The information you have, and

L I

The consequences to your health and safety and that of others of a failure

to act in the circumstances

Volunteer: A person working without payment or reward

Worker: A worker is a person who carries out work for a PCUB in any capacity,

including as a volunteer

SUMMARY

Protect U3A in Toowoomba Inc. and its members in the event of action being

taken against U3A in Toowoomba Inc. its committee members, course

leaders/tutors or individual members.
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2. Reduce the risk of injury

3. This policy provides guidelines for anyone associated with U3A in Toowoomba

Inc.’s wellbeing.
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