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Policy Statement 
 

 
Golden West Employment Solutions has a legal obligation and is committed to ensuring the health and safety of our 
employees and the safety of others in the workplace.  As a consequence of this, Golden West Employment Solutions 
encourages all of its staff members to regard accident prevention and working safely as a collective and individual 
responsibility.  Furthermore, Golden West Employment Solutions endeavours to ensure that their operations do not 
place the wider community at risk of injury or illness. 
 
Golden West Employment Solutions is committed to: 

·  Undertaking risk management activities to adequately manage risks to persons in the work environment, including 
review and changes to work methods and practices;  

·  Compliance with all relevant legislation standards, and other requirements to which Golden West Employment 
Solutions subscribes;  

·  Ensuring that all plant, equipment and substances are safe and without risk to health when used in accordance with 
standard operating procedures;  

·  Maintaining safe systems of work, the work premises and the work environment, including systems to adequately 
manage emergency response;  

·  Providing adequate facilities to protect the welfare of all employees;  

·  Providing appropriate WH&S training to all employees, apprentices and trainees  

·  Providing information and supervision for all staff, apprentices and trainees  

·  Enabling All staff, apprentices and trainees  to work and train/study in a safe and healthy manner;  

·  Consulting with all employees and contractors to enhance the effectiveness of the WH&S Management Plan  

·  Providing adequate resources to facilitate the fulfilment of Golden West Employment Solutions’ WH&S 
responsibilities;  

·  Regularly reviewing and evaluating Workplace Health and Safety Management Plan, including audits and workplace 
inspections;  

·  Establishing measurable objectives and targets to ensure continued improvement aimed at elimination of work-
related injury and illness. 

 
Review of Policy 
 
The Workplace Health and Safety policy will be reviewed annually by the Workplace Health and Safety Officer in 
consultation with the Workplace Health and Safety Representatives (if elected), and Golden West Employment 
Solutions management.  The review will involve assessing the effectiveness of the policy and program by such 
means as: 
 

·  Reviewing overall health and safety performance; and 
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·  Monitoring the effectiveness of policies and procedures. 
 
Dissemination of Policy 

The Workplace Health and Safety Policy and related procedures shall be displayed in the workplace and all 
employees, apprentices, trainees, and host employers will be provided with a copy through their supervisor.  New 
employees will be provided with a copy of the policy as part of their induction. 

The Policy will be reviewed on 09/11/2010 by Melissa Campbell (Workplace Health and Safety Officer) to ensure it 
remains compliant with the relevant State legislation. 

 

 
 
 
Robert Fulton - CEO  
09/11/2009 
Golden West Employment Solutions  

 



 
 

The Aim of the Policy  
 
This policy is to ensure employees, apprentices, trainees, host employers, contractors and visitors are 
aware of their responsibilities as employees of Golden West Employment Solutions and under the relevant 
Workplace Health and Safety legislation, and are committed to ensuring the health and well-being of staff, 
apprentices, trainees, host employers, contractors and visitors. In fulfilling this responsibility, all employees 
of Golden West Employment Solutions have a duty to provide and maintain, so far as practicable, a 
working environment that is safe and without risks to health.  
 

DEFINITIONS 

Apprentice and Trainee 
Apprentices and Trainees as defined under the Vocational Education, Training and Employment 
Act 2000, who are indentured to Golden West Employment Solutions. 
 
Employee 
An employee is a person who is employed by Golden West Employment Solutions, to undertake 
work. 
 
Event 
An event is anything that results in injury of illness, including a late onset injury, to a staff 
member.  
 
Host Employer 
An organisation or individual that agrees to provide employment and training to an apprentice or 
trainee, employed by Golden West Employment Solutions. 
 
Risk Management 
Risk management is a process for controlling exposure to health and safety risks associated with 
hazards in the workplace. 

In many cases risk management is nothing more than a careful examination of what could cause 
harm to people in your workplace and: 

·  weighing up whether you have taken enough precautions or  

·  should do more to prevent harm,  

·  controlling exposure to prevent harm.  

The aim is to make sure that no one gets hurt or becomes ill – that a person returns home safely 
after work.  

Training and Employment Coordinator 
Is an employee of Golden West Employment Solutions who is employed to place apprentices 
and trainees into employment with host employers. 
 
Hazard 
A hazard is something with the potential to cause harm.   
Hazards may be categorized as:  
·  The obvious hazard  is apparent to the senses. e.g.Unguarded machinery, Building defects, 
 faulty electrical equipment etc 
·  The concealed hazard  is not apparent to the senses. e.g.Electricity, toxic vapours, high 
 frequency noise etc. 
·  The developing hazard  cannot be recognized immediately and will develop over time. e.g. 
 Worn tyre on a car etc 
·  The transient hazard is an intermittent or temporary hazard (eg. Intermittent electrical or 
 mechanical defect) 



 
 

Hazards can be further categorized by the consequences  of an incident occurring at your 
workplace: 

·  extreme - death or permanent disablement  

·  major - serious bodily injury or serious work caused illness  

·  moderate - injury or illness requiring casualty treatment  

·  minor - requiring first aid only with no lost work time  

 
 



 
 

HAZARD IDENTIFICATION  
 
All employees, and apprentices and trainees of Golden West Employment Solutions must be 
aware of procedures and be proactive in hazard identification and reporting within the workplace.  
 
By using a structured approach to identifying hazards within the workplace we improve the 
chances of identifying all of the hazards which are present.   
 
All employees of Golden West are able identify hazards in and around their work areas, by 
carrying out a visual inspection and then asking themselves simple questions such as: 
 
·  Is this activity safe? 
·  What if this occurred? 
·  What would happen if…..? 
·  Is this possible? 
 
By asking these types of questions and then following the approved hazard reporting procedure, 
all Golden West Apprentices, Trainees and Employees are contributing to the workplace health 
and Safety wellbeing of the company. 
 
In the case of an internal Golden West employee identifying a hazard in the workplace, it is 
important that a hazard report form (Appendix 6) is completed.  The original form should be kept 
by the employee that identifies the hazard, and copies are given to the Workplace Health and 
Safety Officer, HR Manager and the CEO of Golden West.  
 
Apprentices and Trainees should report any incidents/dangerous events or hazards in the 
workplace to their supervisor and to their Golden West Training and Employment Coordinator, 
who will then ensure that the correct hazard reporting procedure (See Appendix 4) is followed. 
This process will enable Golden West Employment Solutions to take action to ensure that health 
and safety within the workplace is maintained in a timely manner. 



 
 

STAKEHOLDER RESPONSIBILITIES 
 
Golden West Employment Solutions Obligations 

Golden West has an obligation to ensure the workplace health and safety of: 

·  all workers carrying out work for the business or undertaking  

·  apprentices and trainees who perform work activities for the business or undertaking  

·  all other people including clients, visitors to the workplace, passersby, neighbours and 
 themselves  

To meet our workplace health and safety obligations Golden West endeavours to: 

·  provide and maintain a safe and healthy work environment;  

·  provide and maintain safe plant;  

·  ensure the safe use, handling, storage and transport of substances;  

·  ensure safe systems of work;  

·  provide information, instruction, training and supervision to ensure health and safety; 

·  arrange placements that will not expose any employee’s to health and safety risks; 

·  undertake risk management processes to control exposure to health and safety risks in both 
 the Golden West workplace and the host employers workplace; 

·  carry out on going monitoring of all workplace risks within host employer businesses to 
 ensure that appropriate action is taken to control any risks to the apprentice/trainee 

·  review the induction given to apprentice or trainee to ensure that it is given and that it 
addresses the workplace health and safety risks specific to the workplace and the tasks 
being performed by the apprentice or trainee. 

 
Host Employer Obligations 

Host Employers of Golden West have an obligation to ensure the workplace health and safety of: 

·  all workers carrying out work for the business or undertaking  

·  apprentices and trainees who perform work activities for the business or undertaking  

·  all other people including clients, visitors to the workplace, passersby, neighbours and 
 themselves  

To meet their workplace health and safety obligations Host Employers must endeavour to: 

·  provide and maintain a safe and healthy work environment;  

·  provide and maintain safe plant;  

·  ensure the safe use, handling, storage and transport of substances;  

·  ensure safe systems of work;  

·  provide information, instruction, training and supervision to ensure health and safety; 

·  arrange placements that will not expose any employee’s to health and safety risks; 

·  undertake risk management processes to control exposure to health and safety risks in both 
 the Golden West workplace and the host employers workplace; 

·  carry out on going monitoring of all workplace risks within host employer businesses to 
 ensure that appropriate action is taken to control any risks to the apprentice/trainee 

·  actively participating the Workplace Induction Checklist (See Appendix 3) 

 



 
 

·  review the induction given to apprentice or trainee to ensure that it is given and that it 
addresses the workplace health and safety risks specific to the workplace and the tasks 
being performed by the apprentice or trainee. 

 
 
The Workplace Health and Safety Officer ’s function within Golden West Employment Solutions 
is to work in conjunction with the board and management team to ensure the health and safety of 
the workplace is maintained. The Workplace Health and Safety Officer does not assume the 
responsibilities of Managers and Supervisors. The Workplace Health and Safety Officer will: 
·  coordinate the identification, development, implementation and review of health and safety-
 related policies and procedures;  

·  assist managers and supervisors in the identification, assessment and selection of measures 
 to control hazards and risks to health and safety; 

·  assist Managers and Supervisors in monitoring and evaluating hazards and risk control 
 measures;  

·  assist Managers and Supervisors in the identification, development and provision of 
 appropriate workplace health and safety-related information, instruction and training; 

·  monitor and advise on legislative and technical changes relating to health and safety; 

·  monitor and provide reports (where required) on the workplace health and safety 
 performance of Golden West Employment Solutions; 

·  support employees to follow policies and safe work procedures developed. 

·  review the Workplace Health and Safety Policy annually to ensure it remains accurate and in 
 line with legislative requirements.  

In addition to this Workplace health and safety officers appointed under the Workplace Health and 
Safety Act 1995 must conduct an assessment of the workplace at least once every twelve months 
to identify any unsafe work practices. The WHSO must follow the assessment criteria set out by 
Workplace Health and Safety Queensland (See Appendix 1). 

The WHSO must record and submit the results, and any recommendations to rectify unsafe work 
practices, to Golden West Management, within 30 days of completing the assessment. 

 
Managers  will be held accountable for their areas of control to ensure: 
·  relevant health and safety policies and procedures are effectively implemented; 

·  risks to workplace health and safety are identified, assessed and effectively controlled; 

·  the effectiveness of risk control measures are regularly monitored and deviations from 
 standards rectified; 

·  supervisors and employees have adequate knowledge and skills to carry out their workplace 
 health and safety responsibilities; 

·  employees are consulted on any proposals for or changes to the workplace, work practices, 
 policies or procedures which may affect the workplace health and safety of employees; 

·  all incidents within their area of control are reported and investigated, and basic cause and 
 control strategies are identified.  
 
Supervisors or persons with supervisory responsibilities will be held accountable for working 
conditions under their control to ensure: 
·  relevant health and safety policies and procedures are implemented in their areas of control; 
·  all risk control measures in their areas of responsibility are implemented, regularly monitored 
 and maintained; 



 
 

·  employees under their control are provided with the necessary information, instruction and 
 training to effectively and safely carry out their jobs. 
 
Internal Employees have a legal duty to take care to protect their own health and safety and to 
avoid adversely affecting the health and safety of any other person.  
Employees’ have a responsibility to: 
·  report any incidents/dangerous events or hazards at work to their supervisor, the Workplace 

Health and Safety Officer, HR Manager and the CEO of Golden West as per the 
Hazard/Incident/Near Miss Reporting Procedure For Internal Staff. (Appendix 5).  

·  carry out their roles and responsibilities as detailed in the relevant health and safety policies 
and procedures; 

·  obey any reasonable instruction aimed at protecting their health and safety while at work; 
·  use any personal protective equipment provided to them by Golden West to protect their 

health and safety while at work (providing they have been instructed in its use); 
·  assist in the identification of hazards, the assessment of risks and the implementation of risk 

control measures; 
·  not wilfully or recklessly interfere with or misuse anything provided for workplace health and 

safety at the workplace 
·  not wilfully place others at risk  
·  not wilfully injure themselves 
·  consider and provide feedback on any matters which may affect their health and safety; 
·  ensure they are not affected by alcohol or another drug which may endanger their own or 
 any other persons' health and safety whilst in the workplace. 
 
 
Apprentices, and Trainees  have a legal duty to take care to protect their own health and safety 
and to avoid adversely affecting the health and safety of any other person. Employees, 
Apprentices and Trainee’s have a responsibility to: 
·  actively participate the Workplace Induction Checklist (See Appendix 3) 
·  report any incidents/dangerous events or hazards at work to their supervisor and/or Training 

and Employment Coordinator as per the Hazard/Incident/Near Miss reporting Procedure for 
Apprentices and Trainees (Appendix 4); 

·  assist their Training and Employment Coordinator in completing Workplace Incident Report 
Forms   

·  carry out their roles and responsibilities as detailed in the relevant health and safety policies 
and procedures; 

·  obey any reasonable instruction aimed at protecting their health and safety while at work; 
·  use any personal protective equipment provided to them by their host employer to protect 

their health  and safety while at work (providing they have been instructed in its use); 
·  assist in the identification of hazards, the assessment of risks and the implementation of risk 

control measures; 
·  not wilfully or recklessly interfere with or misuse anything provided for workplace health and 

safety at the workplace  
·  not wilfully place others at risk  
·  not wilfully injure themselves 
·  consider and provide feedback on any matters which may affect their health and safety; 
·  ensure they are not affected by alcohol or another drug which may endanger their own or 

any other persons' health and safety whilst in the workplace. 

Apprentices and Trainees must also familiarise themselves with a new host employers safety 
program and any practice or procedure manuals relevant to the task they are performing, by 
actively participating in the workplace induction checklist (Appendix 3) 



 
 

Apprentices and Trainees must be certain of their ability to carry out the work or tasks they have 
been assigned.  Persons who are uncertain of their ability must contact their Golden West Training 
and Employment Coordinator or the Golden West HR Manager. 

 

When commencing, an apprentice or trainee at a new workplace Training and Employment 
Coordinator must: 

·  complete a Workplace Checklist (Appendix 2), forward to the HR Manager or WHSO for 
review prior to the Training Contract being released. 

·  ensure the apprentice / trainee and themselves are given a site induction for the Host 
Employer Business, and to document this by completing the Workplace Induction Checklist 
(Appendix 3) within 2 weeks of the apprentice/trainee commencing with the host employer. 

·  ensure that the physical environment and work practices are satisfactory, and address any 
unsatisfactory areas with the host employer as soon as they are identified, or as soon as 
practicable. 

·  familiarise themselves with the Host Employers Workplace Health and Safety program. 
 
Training and Employment Coordinators must follow the approved procedure for Hazard/Incident 
/Near Miss reporting (Appendix 4) when dealing with hazards, incidents and near misses involving 
Golden West Apprentices and Trainees.  This includes but is not limited to investigating workplace 
incidents involving apprentices and trainees assigned to them, and in conjunction with the 
apprentice/trainee, and host employer complete the Workplace Incident Report Form (Appendix 
12). 
 
Training and Employment Coordinators must be certain that the apprentice or trainee can perform 
the work safely.  If an apprentice or trainee is required to work in a hazardous environment, the 
apprentice/trainee or the TEC must fill out the hazard report form (See Appendix 6) and lodge with 
the Host Employer and the Golden West WHSO.  
 
Training and Employment Coordinators must ensure that apprentices and trainees have all 
licences, certifications or accreditations required to undertake the work and that they are current 
and remain so during the period of the  placement.  This also applies to all employees of Golden 
West.   
Such licences, certification and accreditations include, but are not limited to: 
·  Motor Vehicle Licence 
·  Specialist vehicle licence relevant to the vehicle you are using 
·  Appropriate First Aid Qualifications 
·  Any other certification or licence required by the work you are to undertake 
 
Contractors and visitors  to Golden West Employment Solutions are required to: 
 
·  comply with the workplace health and safety policies, procedures and programs established 
 by Golden West Employment Solutions 
·  observe directions on occupational health and safety from designated officers of Golden 
 West Employment Solutions 
 



 
 

REFERENCES 
 
Workplace Health and Safety Act 1995 
Workplace Heath and Safety Regulation 2008 
Risk Management Code of Practice 2007 



 
 

Appendix 1:  WHSO Workplace Assessment Criteria 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

Appendix 2:  Workplace Checklist (TEC to Complete a t Sign Up)  
 
Host Employer Name or Department Name: ____________ ____________________________ 
       

Area Yes No Comments 
ADMINISTRATIVE    
WH&S Induction Undertaken with Apprentice/Trainee    
Induction documented     
Host Employer workplace specific WH&S Policies and 
Procedures provided/explained to apprentice/trainee 

   

Incident reporting procedures explained to 
apprentice/trainee 

   

PPE Required /Supplied    
Safety Officer/coordinator    
Access to a First Aid Kit / First Aid Officer    
Floors / W alkways     
Even surface – no holes or lips    

Clean – no spills    
Clear – no obstruction    

Painted lines in good condition    
Other    
WORKSTATIONS    
Clean and Tidy    
Adequate disposal    
Chairs in good condition    

Computers ergonomically positioned    

Other    
LIGHTING    
Lights working and in good repair    

Emergency lighting working    

Other    
FIRE PROTECTION    
Fire extinguishers in place    
Fire extinguishers tagged and checked    
Fire extinguishers full and ready for use    
Fire extinguishers in good repair and unobstructed    
Exits identified and unobstructed    
Fire hoses rolled and ready for use, in good repair and 
unobstructed 

   

Fire hose and extinguisher signs in place    
Overhead sprinkles unobstructed by at least 1 metre    
Fire evacuation plan easily visible    
Other    
BUILDING AND GROUNDS     
Windows in good repair    
Doors in good repair    
Walls in good repair    
External walkways unobstructed    
Roofs in good repair and no leaks    
No excessive build-up of vegetation around the 
building perimeter or equipment 

   

Other    
AMENITIES    
Clean and tidy    
Adequate waste disposal    
Hand cleaner and paper towel available    
Adequate toilet paper    
Other     



 
 

MACHINERY AND CONVEYORS    
Guards in position    
Guards in good condition    
No oil leaks / drip pans in place    
Adequate work space around machines    
Area clean and tidy around machines    
No exposed sharp edges or similar    
Emergency stops clearly marked    
Other    

 
GWES Training and Employment Coordinator  

Name: ___________________________________________________________ 

Signature: _________________________ Date: ______________________ 

Host Employer 

Business: _________________________________________________________ 

Name of Employee Consulted: ________________________________________ 

Position within Business: _____________________________________________ 

Signature: __________________________ Date: ______________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Appendix 3: Workplace Health and Safety Induction C hecklist 
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Appendix 4: Hazard/Incident/Near Miss Reporting Pro cedures for 
Apprentices and Trainees 

 
 



 
 

Appendix 5: Hazard/Incident/Near Miss Reporting Pro cedures for Internal 

Staff  



 
 

Appendix 6: Hazard Report Form 



 
 



 
 



 
 

Appendix 7: Hazard Identification Form and Register  

 
 
 
 
 
 
 



 
 

Appendix 8: Risk Assessment and Control Form  

 



 
 

Appendix 9: Risk Priority Chart 



 
 

Appendix 10: Factors influencing likelihood  
 

(Risk Management Code of Practice 2007) 
 



 
 



 
 

Appendix 11: Factors influencing consequences   
 

(Risk Management Code of Practice 2007) 
 
 

   



 
 

Appendix 12: Workplace Incident Report 
Form

 



 
 

 


