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Safe Work (iSafe) 

 

Record of Policy Development 

Version Date approved Date of last review Date for next review 

1.0 January 2022 January 2022 January 2023 

 

Responsibilities and Delegations 

This policy applies to: Board, CEO, Executive Team, Human Resources, Employees, 
Volunteers, Students, any individuals acting for and on behalf 
of Interchange 

Policy Approval  Policy Committee 

 

Policy Context – this policy relates to: 

Standards  • National Standards for Disability Services (Standard 6) 

• NDIS Practice Standards and Quality Indicators 

Contractual obligations • NDIS 

• Department of Communities 
• Department of Health – DSOA 

Organisation policies  • Occupational Health & Safety 

• Out of Hours On Call 

• Incident Management  

Forms, record keeping, other 
documents 

• Work Instruction – Electrical Safety and RCDs 

• Work Instruction – First Aid 

• Work Instruction – Working Alone 

• Work Instruction – Responding to an Emergency 

• Work Instruction – Incident management 

 

Policy 
Interchange is committed to the safety of both people providing services and our customers.  Safe 
work practices (iSafe) are designed to reduce risks to people. Safety at work is the responsibility of 
all parties and is dependent upon training in hazard identification and reporting, assessment, 
controls and an ongoing cycle of risk management. The purpose of this Policy, Procedure and 
associated Work Instructions is to increase employee knowledge of hazards and risks and develop 
awareness in how to apply appropriate controls and access support where required.  
 
Employees have a Duty of Care to themselves, fellow employees, customers and others. All 
employees are obliged to identify and report hazards that could impact health and safety and 
cause harm to themselves or others. Employees should only act or implement controls where they 
are competent and trained to do so. Team Leaders, Supervisors and Safety Representatives will 
support employees when and where required to promote a healthy and safe work environment. 
 
Team Leaders, Supervisors and Managers have the same Duty of Care as employees. In addition, 
they have the responsibility to ensure employees and others acting on behalf of Interchange have 
sufficient training and knowledge to deal with hazards they are likely to face in the workplace, 
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ensure they are operating in accordance with training and knowledge to promote a healthy and safe 
work environment and respond to those who have experienced a safety concern or risk event. 
 
Officers of Interchange have the same Duty of Care as all employees, Team Leaders, Supervisors and 
Managers. In addition, they have the obligation to understand the relevant legislation and 
regulations, and ensure employees and others are empowered with safe work policy, procedures, 
and systems to promote and maintain a healthy and safe work environment. 
 
Interchange’s directive from its Officers to all employees and people acting on behalf of Interchange 
is to identify and remove any risks that could result in permanent disability or death and reduce all 
other risks for the health and safety of our workforce to as low as reasonably practicable.  
 

Definitions 
 
As low as reasonably practicable (or ALARP) is a term used in safety systems where the residual risk 
shall be as ‘low as reasonably practicable’. The ALARP principle arises from the fact that infinite time, 
effort and money could be spent on the attempt of reducing a risk to zero and seeks to balance the 
risk and benefit of controls. 
 
Emergency contact – call the Scheduling team or Out of Hours responder on 9329 9399, an 
Interchange Safety Representative will respond to the hazard based on the specific Risk Rating. 
 
Hazard – In relation to a person, anything that may result in injury to the person or harm to the 
health of the person. 
 
Inherent risk – is the risk present where no attempts at reducing risk have been made and no 
controls or other measures have been applied to reduce the risk to more acceptable levels. 
 
Residual Risk – is the risk remaining after efforts have been made to reduce the inherent risk. 
 
Risk Rating – An assessment of the risk to employees of injury and harm by evaluating the risk 
Likelihood and Consequence (see below).  The rating (or score) determines the specific risk rating 
(low, moderate, high, extreme) on the basis of the impact on the risk to health and safety. A risk 
rating enables a business to identify control measures to help manage the impact of the risk. 
 
Risk Likelihood – This rates the risk on the basis of its recurrence (how likely it is to happen) which 
can change depending on the type of activity being undertaken. 
 
Risk Consequence – A risk consequence is the potential outcome (the consequence of an event) on 
health and safety (insignificant, moderate, major, extreme). 
 
Interchange Safety Representative – an Interchange employee who is responsible for responding 
to and reviewing hazards, incidents and accidents in the workplace. 
 

Procedures 
➢ This procedure will outline the risk management process and provide information and tools 

to support you to identify, report and manage hazards in our workplaces, and access support 
following an emergency, hazard or risk event.  
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Prior to commencing a Shift 
➢ Prior to starting your shift, you should identify hazards that you are likely to be exposed to, 

such as (but not limited to) sun, heat, rain or cold, operating a vehicle or portable electrical 
device, working in isolated places, manual handling, infectious diseases or customer 
behaviours.  

➢ You should ask: 
✓ What tasks will I be doing today? 
✓ What tools will I be using? 
✓ Where will I be using these tools and / or doing these tasks?  
✓ What could go wrong?  
✓ Could it cause an injury or illness to myself or others? 
✓ How could it happen? 
✓ Are there any other factors that could impact the severity or likelihood this will occur?  

 
➢ If through this process you identify any hazards that could result in injury or harm for yourself, 

or others, you should follow the risk management process (below).   
 
Risk Management Process 
➢ You may be exposed to hazards, within customer homes, Neighbourhood offices, and within 

a range of community settings.  Take 5 is a tool you can use in the moment to assess the 
hazards and risks presented when you are working. Hazards (or Inherent Risks) to self and 
others can be reduced through risk identification and management by following the Take 5 
process. 

 

 
1. Hazard Identification: Consider your environment and task(s) to identify any hazards that 

could cause you or others harm or injury. 
2. Assess the risk(s): Assess the likelihood you or others will be exposed to the hazard and the 

likely consequences of these hazards.  
3. Control the risk(s): Consider ways that you can remove the hazard safely (ie reduce the 

inherent risk) from the workplace or the likelihood it will cause harm or injury. If you are 
unable to remove the hazard and/or its consequence, can you reduce the likelihood you or 
others will be exposed to the hazard or reduce any harm or injury that may result from the 
exposure to as low as reasonably practicable.  

4. Share and follow up: Share information by reporting high or extreme risks or hazards directly 
to the Scheduling team for guidance and complete an Incident Report in Lumary; all other 

4. Share and follow up 

1. Hazard 
Identification 

2. Assess  
the Risk(s) 

3. Control 
the Risk(s) 

5. Re-assess. 
Are there any new 

hazards? 
Have the controls 

removed or 
reduced the risks? 
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hazards are to be reported via Incident Reporting in Lumary only. Your report will assist with 
informing others of the hazard and controls to ensure controls have been appropriately 
implemented by others.  

5. Re-assess: Review the controls to see if they have created new hazards or have removed or 
reduced the hazard. Repeat this process until the residual risk is as low as reasonably 
practicable.  

 
STOP WORK if you are exposed to a hazard with a high or extreme risk 
STOP WORK if you are not skilled or qualified to implement appropriate controls 
STOP WORK if you are directed to by your Team Leader or Supervisor 
 

Risk Rating 
➢ To assess the risks, we consider: 

✓ Likelihood an accident or incident will occur from exposure to a hazard and injure and/or 
harm an individual; consider the length of time and number of people exposed to the 
hazard.  

✓ Assess the likely Consequence from exposure to the incident and/or accident.  
➢ The tables below contextualise likelihood and consequence 

 

Likelihood Frequency 

5 Almost Certain More than once per year 

4 Likely Once per year 

3 Possible At least once in 5 years 

2 Unlikely At least once in 10 years 

1 Rare Less than once in 10 years 

 
Severity Consequence 

5 Catastrophic 
▪ Fatality 
▪ Significant permanent impairment (>25%) to one or more persons 

4 Major 
▪ Permanent impairment (15% - 25%) to one or more persons 
▪ Worksafe Improvement Notice/s 

3 Moderate 
▪ Lost time >1 days – break, tear, severe cut; restricted work injury >10 days 
▪ No permanent impairment 
▪ Worksafe notifiable injury or incident 

2 Minor 
▪ GP visit – strain, tear, bruising; restricted work injury 
▪ Lost time ≤10 days 
▪ No permanent impairment 

1 Insignificant 
▪ Near miss 
▪ First aid – scratch, cut 
▪ No lost time 
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RISK RATING TABLE 
 

 
 
➢ Extreme and High risk: Stop work and call Schedulers for Interchange to resolve immediately 

through a control approved by an appropriate Officer. Once control applied, Interchange will 
re-assess the risk, and communicate the control to others. 

➢ Moderate risk: Apply appropriate control. If uncertain, call Schedulers for advice. Once control 
is applied, re-assess the risk, and communicate the control to others.  

➢ Low risk: Apply appropriate control. Once control applied, re-assess the risk and communicate 
the control to others. 

 
Understanding Likelihood and Consequence 
 
 
Hierarchy of Controls  
 

 
➢ Follow Work Instructions for identified risks and controls or undertake your own risk 

assessment.  If uncertain call Schedulers to be connected to an appropriate Officer for advice.  
If risks are Extreme or High do not proceed without feedback from an Interchange Safety 
Representative. 


