DOCUMENT 2
OH&S Plan ‘REGISTRY WEEK’ 31 October 4 November 2010
A. XYZ Staff and volunteers (between 50 -80 people) will be participating in the following activities:
1. Training for volunteers: Sunday 31st October 3pm-7pm – Venue: <name and location>
2. On the street surveys: Monday 1 November 4.30am – 9am – Venue: Public spaces in the City of Sydney LGA ; Data entry: 10am – 2pm – Venue: <name and location>.
3. Training for service managers: Monday 1 November 2pm – 5pm – Venue: <name and location>.
4. On the street surveys: Tuesday 2 November 4.30am – 9am - Venue: Public spaces in the City of Sydney LGA ; Data entry: 10am – 2pm – Venue: <name and location>.
5. On the street surveys: Wednesday 3 November 4.30am – 9am- Venue: Public spaces in the City of Sydney LGA ; Data entry: 10am – 2pm – Venue: <name and location>.
6. Thank you breakfast and briefing for volunteers Thursday 4 November 8am – 9.30am.  Venue: <name and location>.
B. All volunteers will be required to do the training session on Sunday 31st October. A component of the training will include an OH&S orientation on the safe work methods in place for the activities during the week. All volunteers will make their mobile phone numbers available to <XYZ organisation> so that they can be contacted in case of emergency. All volunteers will be provided with emergency contact numbers, which will include:
· Police, Ambulance, Fire 000
· Contact person 1, <role>, <organisation>, <mobile number> 
· Contact person 2, <role>, <organisation>, <mobile number> 
· Contact person 3, <role>, <organisation>, <mobile number> 
· Mobile phone numbers of each team leader
C. There will be 10 teams of volunteers each led by senior staff and managers from community service organisations. The Team leaders will have an additional training session on 31st October (3pm -4pm) which will include OH&S instruction and clarification of their responsibilities.
D. Some volunteers will be invited to use their private or work vehicles for transportiong team members around the LGA during surveying. For any cars used for this purpose, drivers will need to provide a copy of their current registration and comprehensive insurance to the Mercy Foundation. Private vehicles will not be permitted to be used during the activity if this documentation has not been sighted. Private vehicles can be used by any volunteer to commute to and from the venue each day, ensuring they have a valid licence and registration in NSW.
E. Each team leader will be responsible for ensuring that they and each of their team members sign in each morning and sign out each morning – at the Registry Week main venue <name> in <location>. A sign in book will be made available at the venue.
F. Each team leader will be provided with information on what to do in case of an emergency and all team members will be briefed on this information.
G. In the case of an emergency, such as an accident, serious incident or health crisis all staff and volunteers must phone 000 to seek police, ambulance or fire department assistance. As soon as any immediate danger has passed, the incident MUST be reported directly to <contact person 1>, <role>, <organisation> on <mobile number> or in <his/her> absence, <contact person 2>, <role>, <organisation> on <mobile number>. In instances where the matter must be reported to workcover – this will be reported as soon as possible (mandatory 24 hours). Upon returning to the Registry Week venue the team leader must complete a critical incident report and submit it to <contact 1> or <contact 2>.
All police Superintendents of inner city Commands were notified by email on <date>by the <person> of the activity taking place early each morning 1 -3 November. This was a courtesy email to ensure police were aware of the activity and the reason for the activity. However, any emergencies will be dealt with by contacting 000 emergency assistance.
F. All staff and volunteers involved in Registry week must read and adhere to the following safe work methods statements (job safety analysis).

SAFE WORK METHOD STATEMENT (job safety analysis) FOR ‘REGISTRY WEEK’ - IMPLEMENTED ON 15 OCTOBER
AUTHORISED BY FELICITY REYNOLDS, CEO
	Step No.
	Description of Task
	Potential Incidents and Hazards
	Risk Rating
	Precautions to Minimise/Eliminate Risk

	1.
	Travel to and from Registry Week headquarters (HQ building name and address) by car.
	Vehicle accident
	Medium
	· Appropriately  licensed and experienced drivers.
· Vehicle in good condition, registered and insured.
· Drivers to obey road rules and drive defensively. 
· Drivers need to ensure that they do not drive vehicles whilst under the influence of drugs or alcohol. 
· Drivers need to be aware that any excessive drinking on the night prior to the activity could still be in their system the following morning. In these circumstances, they should not drive a vehicle.

	2.
	Moving equipment and materials to and from vehicle to Registry Week venues.
	Fall or accident.

Physical injury caused by not picking up or putting down items in a safe manner.
	Low

Low
	· Take care to look both ways before crossing the road.
· Lift any items by using the appropriate lifting strategy (bend the knees, not the back). 
· Ensure items are packed securely as you carry them.

	3.
	Use of private vehicle to transport volunteers around the streets of City of Sydney LGA to find people to survey.
	Vehicle accident
	Medium
	· All drivers to show MF staff copy of current licence, current comprehensive insurance and current registration prior to using a private vehicle for Registry Week activities. USE OF PRIVATE VEHICLES NOT PERMITTED UNLESS THIS HAS BEEN DONE.
· Drivers need to ensure that they do not drive vehicles whilst under the influence of drugs or alcohol. 
· Drivers need to be aware that any excessive drinking on the night prior to the activity could still be in their system the following morning. In these circumstances, they should not drive a vehicle.

	4.
	Conduct training session at XYZ venue and at XYZ venue.
	Possible emergency and need to leave premises quickly.

Trips or falls.

Physical injury resulting from faulty equipment.

Unhygienic food.
	Low
	· Check internal environment and exits. Alert participants to exits in case of emergency.
· Check no trip hazards caused by equipment cords.
· Ensure all presentation equipment in working order.
· Ensure catering area is appropriate, mop up spills. Ensure appropriate refrigeration for items that require refrigeration.
· Appropriate care to be taken with hot liquids.

	5.
	Pre-check equipment prior to use
	Physical injury resulting from faulty equipment.
Breakdown in communication with street surveyors – causing inability to report an incident or accident.

	Low


Low
	· Check all Equipment and PPE required to ensure it is in a usable condition.
· Check mobile phone is operational and fully charged.
· Check team leaders have all teams names and numbers recorded.
· [bookmark: _GoBack]Check XYZ staff have all Team Leaders mobile phone numbers.
· Each pair of volunteers will need to confirm with their team leader each morning that they have at least one charged and functioning mobile phone for use between them. If they do not confirm this, they will not be permitted to participate.


	6.
	Pre-check environment and surroundings
	Slip, trip ,fall hazards on uneven surfaces.

	Low
	· Visually inspect the surroundings for obvious risks -Slip, Trip, Fall hazards while walking streets and parks e.g. low lying tree branches, damaged or uneven surfaces on footpaths/roadways, overgrown shrubs or trees, pot holes.
· Adhere to the Australian Road Rules
· Review location map
· Personal protective equipment check


	7.
	Dealing with violent or aggressive members of the public
	Being subject to verbal assault
      Hazard manifested in:
· Emotional injury
· Offensive language
· Physical threats
        -      Intimidation
  Personal items or PPE stolen
Risk of physical injury by having items or PPE physically removed from your person by a member of the public.  Hazard manifested in:

· Emotional Trauma and Physical Injury to staff member or volunteer.

	Medium
	· All staff and volunteers on the streets MUST work in pairs – ensuring they are  in contact with one other person at ALL times.
· Take care in waking anyone up to invite them to do the survey – do not startle people – be gentle. This is very important and any concerns volunteers have about waking anyone who is sleeping should be addressed before doing so – or they should seek additional assistance or advice from their team leader. If any volunteer is uncomfortable with this, they should walk away from the person, with the view to returning at a later time, when the person may have awoken.
· Recognise the importance of walking away from any confrontation at all times.
· If you suspect a situation may escalate, walk away.
· Maintain a clear line of vision
· Be aware of activity in the area to ensure personal safety.
· Where there is activity of an unsettling nature leave the situation as soon as possible.
· If person or group becomes verbally abusive or aggressive, retreat from area.  
· Do not engage in verbal altercation.
· If spat on by person take all practicable steps to minimise opportunity for recurrence.
· Immediately inform Police (000) for urgent response if situation escalates to immediate danger to self or others.
· Take practical steps to identify the offender.
· Notify your supervisor of your mental/physical state, request immediate medical attention if required.
· Upon arrival back at the headquarters, at earliest convenience, complete an incident report and arrange with supervisor for Police interview if required.
· Attend debrief with Team Leader and MF staff member.
· Recognise the importance of walking away from the confrontation at all times
· Do not carry valuables with you, avoid ostentatious displays of wealth
· If you suspect a situation may escalate, walk away.
· Do not allow the person to become between yourself and the exit.  If in a cul-de-sac or no-through road be vigilant and use torches to view possible hazards.
· Place yourself in a safe situation (back to building or doorway).
· Note identifying characteristics/description of person. If vehicle involved note registration number of vehicle to help identify assailant.
· Do not expose yourself or any other staff to unnecessary risk.
· Immediately inform Police (000) for urgent response if situation escalates to immediate danger to self or others.
· If not, notify Police and your supervisor at the earliest opportunity and after you have made yourself safe.

· Upon arrival back at the office or at earliest convenience, complete an incident report and arrange with supervisor for Police Interview


	8.
	OH&S communications whilst conducting surveys on site
	Possible incident or accident and staff or volunteer is missing and whereabouts unknown.
	Low
	· Team leaders to be in touch with all team members at least every 30 minutes.
· Verbal communication from Team leader to Registry Week headquarters at least each hour – by mobile phone.
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