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WHSMS Implementation
Procedure

Section 1 - Governing Policy
(1) This Procedure is governed by the Work, Health, Safety and Wellbeing Policy.

Section 2 - Scope
(2) This Procedure applies to all staff, staff representatives, students, visitors, volunteers and contractors, and all of
the working and learning activities which the University manages and influences.

Section 3 - University's Commitments
(3) The University is committed to implementing and continuously improving its Work Health and Safety Management
System (WHSMS or framework) and the management of WHS risks that are associated with the working and learning
activities it manages and influences.

(4) ACU prioritise aligning its WHSMS with its existing frameworks, processes, and relevant legal and other
requirements.

(5) This Procedure was developed to provide guidance to staff and others about the core elements of the University’s
WHSMS, which are aligned with International Standard ISO 45001: Occupational Health and Safety Management
Systems. The  Procedure also describes the University’s processes for maintaining and continuously improving the
framework to facilitate reductions in WHS risks and strengthening of WHS governance.

Section 4 - Context of the University
(6) The inaugural assessment of the University’s context was conducted in late 2019 and will be reviewed as part of a
bi-annual review of its WHSMS. During this assessment process, People and Capability staff will support the
University’s Senior Executive and Executive, including the Work Health and Safety Management Committee, to
determine the external issues and internal factors that are relevant to its mission, values and vision and impact upon
its capabilities to implement, maintain and continuously improve its WHSMS.

(7) The WHSMS Planning Procedure also specifies that that these factors will be assessed:

the key internal and external stakeholders influenced by ACU’s WHSMS and their expectations;a.
the scope of the WHSMS e.g. expectations of significant stakeholders that will inform WHSMS; andb.
compliance and the range of University activities the framework will apply to.c.

(8) The University implements and maintains its WHSMS in compliance with relevant standards, including ISO 45001,
and its legal and other requirements.

https://policy.acu.edu.au/document/view.php?id=154
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Section 5 - Leadership and Staff Participation
Leadership and Commitment

(9) The WHSMS Roles and Responsibilities Procedure outlines that the Senior Executive and Executive staff
demonstrate safety leadership, are committed to ‘zero harm’, and are accountable for preventing working- and
learning-related injuries and illnesses and maintaining safe working and learning spaces by ensuring that significant
WHS risks are identified and managed. They also engage Nominated Supervisors and Managers about the benefits of
promoting consulting with the ACU community about contributing to the WHSMS. They also demonstrate safety
commitment by:

ensuring WHS objectives and targets are developed and achieved, and these performance measures and thea.
WHSMS are aligned with business processes;
developing, leading and promoting the WHSMS by motivating and communicating with staff and others aboutb.
reporting and resolving hazards, near misses, incidents and injuries, and contributing to WHSMS improvement
opportunities and to the management of WHS risk;
allocating adequate resources to facilitate continuous improvements to the WHSMS; andc.
ensuring local WHS Committees and other consultative forums are effective.d.

Work Health and Safety, and Wellbeing (WHS&W) Policy

(10) The University’s Work, Health, Safety and Wellbeing Policy is reviewed annually and informs the University’s
priorities for implementing and continuously improving its WHSMS, including strengthening risk management
practices and compliance. This includes an annual review, normally by the end of Quarter 2, of compliance
requirements to inform any improvements in governance. The policy also communicates ACU’s commitment to zero
harm, achieving its WHS objectives and targets and continuously improving its WHSMS.

Organisational Roles, Responsibilities and Authorities

(11) The WHSMS Roles and Responsibilities Procedure and staff Position Descriptions communicate many of the WHS
responsibilities that are assigned to staff members, including their role in contributing to the WHSMS and achieving
WHS objectives and targets.

(12) The following WHSMS documents define roles and responsibilities for specialist WHS positions that are mainly
performed by staff members:

WHS Specialist Roles Guidance is Provided by

First Aid Officer First Aid Policy and First Aid Procedure

Floor Warden WHSMS Roles and Responsibilities Procedure

WHS Committee Members and Health and Safety Representatives (HSR)
WHS Committee Procedure
WHS Communications and Consultation Procedure
WHSMS Roles and Responsibilities Procedure

(13) The Senior Executive have overall responsibility and authority for the WHSMS and have assigned operational
responsibility for the WHSMS to the Chief People Officer. The Director, Properties and Facilities has also been assigned
responsibility for many aspects of the framework, including emergency management, permit to work processes and
contractor management.

(14) Staff, staff representatives, students, visitors, volunteers and contractors are responsible for their own and other
people’s safety, and confidently apply WHSMS processes and procedures. Staff and students should also report

https://policy.acu.edu.au/document/view.php?id=186
https://policy.acu.edu.au/document/view.php?id=154
https://policy.acu.edu.au/document/view.php?id=186
https://policy.acu.edu.au/document/view.php?id=82
https://policy.acu.edu.au/document/view.php?id=161.1.1
https://policy.acu.edu.au/document/view.php?id=186
https://policy.acu.edu.au/document/view.php?id=168
https://policy.acu.edu.au/document/view.php?id=169
https://policy.acu.edu.au/document/view.php?id=186
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hazards, near misses, and injuries within Riskware, and visitors, volunteers and contractors engage staff members to
log reports on their behalf. These reports are managed by relevant nominated supervisors and others, and
documented within Riskware Action Plans.

(15) Staff and others also participate or facilitate WHS risk management and emergency management processes,
including conducting formal WHS risk assessments and documenting treatments within riskware Action Plans. Staff
members participate or facilitate improvement opportunities such as conducting a Job Safety Analysis, WHS
Inspections and completing the WHS Workstation Ergonomics Checklist. Refer to the WHS Risk Management Procedure
for more information.

5.4 Consultation and Participation of Staff and Others

(16) The University engages staff members, students, staff and student representatives – such as WHS Committees
and Health and Safety Representatives (HSR), visitors, volunteers and contractors about contributing to the success of
the WHSMS and the management of WHS risk.

(17) The Work, Health, Safety and Wellbeing Policy and WHS Communications and Consultation Procedure reinforces
the University prioritised two-way communications and consultations about its WHSMS, performance measures, WHS
risk assessments, relevant proposed changes and other issues. ACU also prioritises giving staff, students and
contractors significant notice about WHS information so that informed feedback is received and help inform the
WHSMS.

Section 6 - Planning
Hazard Identification and Assessment of Risks and Opportunities

(18) The WHS Risk Management Procedure specifies that every work area is required to identify and manage the
significant risks that are associated with the working and learning activities they manage and influence.

(19) The University publishes or subscribes to the following WHS assessment and management tools to support work
areas to conduct formal, which inform many of the treatments (controls), including Safe Work Method Statements /
safe work instructions, which are selected to manage WHS risk. These treatments should be developed in
collaboration with subject matter experts, impacted staff members and others, including contractors.

WHS Risk Assessment and Management
Tools Purpose

WHS Risk Assessment Form Assessing hazards and associated risks, which inform the development of
treatments for managing the safety of working and learning activities.

Job Safety Analysis Form
Assessing hazards that are associated with specific high-risk tasks. These
assessments inform the development of treatments that are documented
within the form.

WHS Risk Management Module, Chemwatch Assessing hazards and associated risks, which inform the development of
treatments to manage specific, hazardous chemicals.

WHS Inspection Checklists
• Workstation ergonomics
• Office spaces
• Grounds and Facilities
• Laboratories
Simulated Learning Environments

Identifying and resolving hazards that are identified during six-monthly
inspections or work and learning spaces.

Safe Work Method Statement (SWMS)
(should normally be informed by WHS risk
assessments)

Developing instructions that support staff, students and others to perform a
process safely.

https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/document/view.php?id=171
https://policy.acu.edu.au/document/view.php?id=154
https://policy.acu.edu.au/document/view.php?id=169
https://policy.acu.edu.au/document/view.php?id=171
https://policy.acu.edu.au/download.php?id=119&version=5&associated
https://policy.acu.edu.au/download.php?id=97&version=1&associated
https://policy.acu.edu.au/download.php?id=109&version=2&associated
https://policies.acu.edu.au/human-resources/health_safety_and_well-being/whs_inspections
https://policy.acu.edu.au/download.php?id=139&version=1&associated
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WHS Risk Assessment and Management
Tools Purpose

CARM - risk assessments and other hazard
identification processes should inform the
treated risks that are uploaded to risk
registers

• Organisational units upload a minimum of their top five safety and
wellbeing risks that they are managing; and
• Audit and Risk Committee also reviews and determines the significant ACU-
wide risks that should be uploaded to the University’s risk register.

(20) Work areas are required to identify opportunities for improvement by conducting regular WHS Inspections,
performing job safety analysis, completing ergonomic checklists, and identifying gaps in compliance and so on.

(21) A minimum of the top five WHS risks, which impact each work area, should be uploaded to organisational risk
registers (CARM) by the end of March, each year. These registers should also be updated throughout the year. The
Risk Management Procedure and WHS Risk Management Procedure specify that risk registers should include
information about the likely impacts of risks, causes, risk rating and the treatments (risk controls) that are used to
manage and minimise these identified risks.

(22) The University’s risk register is informed by the Audit and Risk Committee's determinations about which risks
impact upon the whole University.

Assessing WHS Opportunities

(23) The University has established and implements a process outlined in the WHSMS Planning Procedure, to assess
University wide opportunities to enhance the WHSMS, WHS performance, eliminate hazards and reduce risks,
including WHS governance.

Determining Legal and Other Requirements

(24) The University publishes a WHS Register of Compliance Obligations that supports staff to easily access
compliance resources and comply with the legal and other requirements that are associated with the University’s
most significant hazards and associated risks, working and learning activities and its WHSMS. The register is reviewed
for currency by the People and Capability Employment Relations and Safety staff in January and July, each year.

Planning Action

(25) The WHS Action Plan specifies ACU’s WHS objectives and targets and include actions for realising these
performance measures. These compliance requirements support organisational units to implement the WHSMS within
working and learning spaces and contribute to the realisation of the WHS objectives and targets.

(26) WHS staff, within People and Capability, conduct an annual analysis, by the end of Quarter 2, which assesses
gaps in compliance with legal and other requirements. The scope of this analysis includes a review of WHSMS policies
and procedures and discussions with work areas that oversee higher risk work and learning activities. Any gaps in
compliance will be logged and addressed and will inform improvement to the WHS Action Plan.

WHS Action Plan

(27) The inaugural WHS Action Plan and subsequent plans detail the University’s WHS focus and includes a minimum
of three WHS objectives and three WHS targets (measurable). These performance measures will be informed by
hazard and incident trends, risk profiles of Faculties, organisational units, contractors and suppliers.

(28) The plan also:

includes actions that will support organisational units to realise the WHS objectives and targets;a.
specifies that opportunities for improvement should be identified;b.

https://staff.acu.edu.au/our_university/news/2020/june/stay-carm-and-manage-risk
https://policies.acu.edu.au/hr/health_safety_and_well-being/whs_inspections
https://policies.acu.edu.au/-/media/policies-site/human-resources/job_safety_analysis_jsa_worksheet_v01_20200430.docx
https://policies.acu.edu.au/hr/health_safety_and_well-being/workstation_ergonomics_presentation
https://policy.acu.edu.au/document/view.php?id=361
https://policy.acu.edu.au/document/view.php?id=171
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/document/view.php?id=286
https://policy.acu.edu.au/download.php?id=95&version=1&associated
https://policy.acu.edu.au/download.php?id=95&version=1&associated
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includes actions, which are aligned with existing business processes and the WHSMS, which will support thec.
University to achieve its WHS objectives and targets;
specifies key actions each organisational unit should implement to apply ACU’s WHSMS to work and learningd.
areas and strengthen WHS risks management practices;
contributes to continuous improvements in the WHSMS; ande.
incorporates actions that will support ACU to respond to emergencies.f.

(29) The University’s progress in achieving its WHS targets and achievements is monitored through the University’s
Traffic Light Report (for the WHS Action Plan).

Section 7 - Support
Resources

(30) The University identifies and allocates financial and physical resources, during its annual budget planning
process, to facilitate continuous improvements in its WHSMS. These resources are allocated to People and Capability,
Properties and Facilities, and other organisational units. Resource allocations, which are assigned for implementing
and continuously improving the WHSMS, are reviewed during the bi-annual review of the WHSMS.

Competencies

(31) The WHS Training and Competency Procedure was informed by the Capability Development Framework (CDF),
and associated processes for developing Progress Plans. The procedure and CDF support staff members, including
Nominated Supervisors and Managers, to identify and develop the necessary competencies of staff to contribute to
the implementation and continuous improvements of the WHSMS and perform specialist WHS roles such as First Aid
Officers, Floor Wardens and Health and Safety Representatives (HSR).

(32) The identification of core WHS competencies, within position descriptions, also support the University to identify
and recruit staff that have the competencies to contribute to the implementation of the WHSMS, consultation
processes and manage WHS risk.

Awareness and Communications

(33) Staff and their representatives are informed of the University’s Work, Health, Safety and Wellbeing Policy and
WHS objectives and targets. They are briefed about their role in contributing to the WHSMS and improving safety
performance. The WHSMS Roles and Responsibilities Procedure also provides guidance to staff about how they
contribute to the framework and safe campuses.

(34) The WHS Communications and Consultation Procedure also specifies that they are also made aware of:

the risks to health and safety of not complying with the WHSMS;a.
opportunities to improve the WHSMS;b.
expectations of internal and external stakeholders;c.
incidents and outcomes of investigations that are relevant to them;d.
how they contribute to the WHSMS and safety leadership;e.
hazards, WHS risks and opportunities, and treatments that impact upon them; andf.
the need to remove themselves from working situations that present an imminent danger.g.

(35) The WHS Communications and Consultation Procedure helps inform the University’s decision-making about what
is communicated, the timing of this engagement and the target audience.

http://www.acu.edu.au/whsmsactions
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(36) These and other media are used to communicate with internal stakeholders:

WHS Website, including Quarterly WHS Reports;a.
online and face to face WHS inductions;b.
Workplace@facebook;c.
online and face to face contractor WHS inductions;d.
contacting People and Capability by visiting Service Central;e.
specialist courses that are available via the Learning and Development Calendar;f.
WHS Committee minutes; andg.
safety signage.h.

(37) The University should consider the diverse range of communication needs of staff members, and internal and
external interested parties e.g. gender, language, culture and literacy. Documented evidence of these
communications should be retained and provided during audits.

External Communications

(38) The University communicates relevant information about the WHSMS, to external audiences via the ACU website
and other media.

Documented Information

(39) The University retains documentation, in alignment with ISO 45001, and maintains others documents crucial to its
WHSMS. The different types of records are listed within the University’s WHSMS Records Registers and the records
maintained by organisational units should be listed within their register (informed by the University’s register).

(40) Whenever documents are created and updated:

these documents should comply with the naming convention, outlined in the WHSMS Records and Documenta.
Management Procedure e.g. titles should be unique, meaningful and consistent;
the format is appropriate (e.g. software version, graphics) and medium (hard copy, digital);b.
they should be reviewed for suitability and adequacy, and authorised; andc.
they should be maintained for the periods that are specified within the WHSMS Records; andd.
register (Appendix A: ACU's Work Health and Safety Management System).e.

(41) The WHSMS Records and Document Management Procedure provides more detailed information about the
processes for controlling, maintaining and protecting records.

Section 8 - Operation
Operation Planning and Control

(42) The WHSMS Planning Procedure describes how the University undertakes planning and implements and controls
the processes associated with its WHSMS.

Eliminating Hazards and Reducing WHS Risks

(43) The University has implemented and maintains processes, which are documented in the WHS Risk Management
Procedure, for eliminating hazards and reducing WHS risks. The treatments that are selected to manage risks are

informed by the Hierarchy of Controls (treatments)[1]. Significant WHS risks are uploaded to organisational unit and the

https://policies.acu.edu.au/people-and-capability/health_safety_and_well-being
https://staff.acu.edu.au/human_resources/your-safety-and-wellbeing/work-health-and-safety-management-system/communicating_and_consulting
https://australiancatholicuniversity.facebook.com
https://policy.acu.edu.au/download.php?id=12&version=1&associated
https://policy.acu.edu.au/document/view.php?id=185
https://policy.acu.edu.au/document/view.php?id=185
https://policy.acu.edu.au/download.php?id=387&version=1&associated
https://policy.acu.edu.au/document/view.php?id=185
https://policy.acu.edu.au/document/view.php?id=182
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University’s risk registers.

[1] Risks that are related highly should be eliminated or managed using the most effective treatments.

(44) The WHSMS Safety in Design Procedure and associated WHS Design Risk Register supports organisational units,
in collaboration with Properties and Facilities, to identify and minimise the hazards that are associated with the design
of renovations or new work and learning spaces.

(45) These documents also support staff to manage specific types of risks:

Focus WHSMS Document

Alcohol consumption and drug use Alcohol and Other Drugs Procedure

Children on campus Children of Staff and Students on University Premises Procedure

Confirming that treatments to manage exposure
risks, to the following, are effective:
• Asbestos
• Communicable Diseases
• Hazardous chemicals
• Gas
• Lead
• Legionella
• Noise
Ensuring that WHS risks assessments include
treatments that address health monitoring.

WHSMS Health and Air Monitoring Procedure

Communicable Diseases Infectious Diseases Procedure 
COVID Safe Plans, including COVID-19 FAQs

Ergonomics Working Safely and Efficiently Presentation

Electrical WHSMS Managing Electrical Risk Procedure

Fieldtrips Fieldwork Safety Policy

High risk work activities:
• Working at heights / on roofs
• Confined spaces
• Isolating plant and equipment
• Removing asbestos

WHSMS High Risk Activities Management Procedure and
associated Permit to Work

Injuries: personal or work-related
Injury Management and Rehabilitation Policy
Recovery at Work Program
 
 

Lone working WHSMS Lone Working Procedure

Plant and Equipment WHSMS Plant and Equipment Procedure

Tobacco-free campuses Smoke-Free and Vape-Free Environment Policy

Managing Change

(46) The WHS Risk Management Procedure, the Incident and Hazard Reporting Procedure and the Research
Complaints and Investigations Procedure specify that hazards and associated risks should be reassessed whenever
planned temporary or permanent changes may impact upon the management of risk.

(47) Triggers for these reassessments:

changes to the University’s services and processes or the introduction of new systems and processes;a.

https://policy.acu.edu.au/document/view.php?id=187
https://policy.acu.edu.au/download.php?id=125&version=1&associated
https://policy.acu.edu.au/document/view.php?id=56
https://policy.acu.edu.au/document/view.php?id=160
https://policy.acu.edu.au/document/view.php?id=176
https://policy.acu.edu.au/document/view.php?id=278
https://www.acu.edu.au/about-acu/news/covid-19-faqs
https://policies.acu.edu.au/human-resources/health_safety_and_well-being/workstation_ergonomics_presentation
https://policy.acu.edu.au/document/view.php?id=180
https://policy.acu.edu.au/document/view.php?id=81
https://policy.acu.edu.au/document/view.php?id=177
https://policy.acu.edu.au/download.php?id=117&version=1&associated
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changes to compliance obligations;b.
new knowledge or information about hazards and WHS risks, including incident reports; andc.
developments in knowledge and technology.d.

(48) The consequences of these intended changes are assessed, and treatments should be developed to mitigate any
adverse effects. Refer to the WHSMS Planning Procedure for more information.

Procurement

(49) The University has established, implemented and maintains processes for integrating WHS considerations into the
purchase of goods and services, and prioritises the selection of suppliers that maintain Health Safety and Environment
Management Systems (HSEMS) and are committed to continuously improving their HSEMS and the management of
WHS risk.

(50) These requirements are outlined in the WHSMS Planning Procedure and are informed by:

Minimum Requirements For Suppliers of Goods and Services to ACU (Sections A.6, A.7, A.11, D.4); anda.
Minimum Requirements for Sourcing within ACU.b.

Contractors

(51) The University coordinates its procurement processes with its contractors so that relevant hazards and associated
WHS risks, which are associated with its maintenance and construction projects, are assessed and controlled.

(52) The WHSMS Contractor Management Procedure and WHSMS Procurement Procedure articulate ACU’s
commitment to ensuring that contractors comply with the requirements of the WHSMS and environmental and safety
considerations inform the selection and management of contractors as they are required to address the University’s
Four Pillars of Success criteria during formal tender processes. For example, contractors provide information about
their governance processes, safety performance and whether they have a certified Health Safety and Environmental
Management System.

(53) The WHSMS Contractor Licensing and Registration Procedure supports Properties and Facilities to verify and
document maintenance contractor’s insurance and competency requirements.

(54) The WHSMS High Risk Activities Management Procedure specifies that maintenance contractors and relevant
work areas, performing higher risk activities, are also required to submit Safe Work Method Statements to Facilities
Management staff for review, prior to commencing work. Project Managers are assigned to new capital projects who
oversee the WHS performance and incident reporting processes.

Outsourcing

(55) The University aligns outsourced functions and processes with its WHSMS. Outsourced arrangements should be
compliant with legal requirements and other requirements, including safety management system standards and
Minimum Requirements for Sourcing within ACU.

Emergency Preparedness and Responses

(56) The University implements and maintains a process for preparing and responding to emergency situations,
including critical incidents and first aid requests. Refer to the Critical Incident Management Policy and Critical Incident
Management Procedure.

(57) Some of the activities that prepare staff, students and others for emergencies, include:

https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/document/view.php?id=182
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https://policy.acu.edu.au/document/view.php?id=174
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https://policy.acu.edu.au/document/view.php?id=173
https://policy.acu.edu.au/document/view.php?id=177
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the provision of six-monthly training sessions for building and floor wardens;a.
holding annual evacuation drills;b.
evaluating emergency responses, including evacuation drills;c.
scheduling critical incident debriefings to capture learnings;d.
conducting WHS risk assessments to inform how organisational units and the University’s respond to ane.
emergency / reduce the risk that emergencies will occur;
placing emergency equipment and spill kits in laboratories; andf.
briefing staff about their responsibilities in an emergency.g.

(58) The University communicates and provides information to relevant staff about their emergency response roles,
and provides relevant information to its tenants, contractors, volunteers, visitors, emergency services, government
authorities and the local community.

(59) ACU considers the needs and capabilities of all relevant stakeholders, such as building tenants and managers,
and relevant staff should engage them about these people about the development and execution of planned
emergency responses.

(60) More detailed processes and requirements are outlined in the policies and procedures:

Emergency Management Manuals for each building;a.
In Case of an Emergency poster;b.
Critical Incident Management Policy and Critical Incident Management Procedure;c.
Reporting incidents in Riskware;d.
First Aid Policy;e.
First Aid Procedure;f.
Chemical Management Procedure; andg.
Laboratory Safety Guideline.h.

Section 9 - Performance Evaluation
General

(61) The WHSMS Planning Procedure and WHSMS Performance Measurement and Evaluation Procedure outlines the
University’s processes for monitoring, measurement, analysing, evaluating and reporting on the performance of the
framework.

(62) The components of the WHSMS that are monitored and measured, include these and other requirements:

an annual review of compliance, conducted by People and Capability, with legal and other requirements;a.
the measurement of a range of lag indicators, including Lost Time Injuries and workers compensation costsb.
which are benchmarked across the University sector;
lead (proactive) performance indicators that measure those activities ACU initiates to reduce the risk of injuriesc.
and illnesses;
Health and Air Monitoring requirements, which are outlined in the WHSMS Health and Air Monitoring Procedure;d.
a review of the effectiveness of the University operational controls, including its procedures;e.
an annual review to ensure that the University has identified the significant hazards, risks and opportunitiesf.
that are associated with working and learning spaces and activities the University influences;
an assessment of the risks that impact upon the University’s capabilities to achieve the intended outcomes forg.

https://staff.acu.edu.au/-/media/staff-site-rte-docs-only/human-resources/in_an_emergency_poster.pdf
https://policy.acu.edu.au/document/view.php?id=331
https://policy.acu.edu.au/document/view.php?id=332
https://policies.acu.edu.au/human-resources/health_safety_and_well-being/incident_and_hazard_reporting_investigations_and_corrective_actions_procedure
https://policy.acu.edu.au/document/view.php?id=82
https://policy.acu.edu.au/document/view.php?id=161.1.1
https://policy.acu.edu.au/document/view.php?id=159
https://policy.acu.edu.au/document/view.php?id=279.1.1
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/document/view.php?id=181
https://policy.acu.edu.au/document/view.php?id=176
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its WHSMS; and
progress toward achieving WHS objectives and targets.h.

Internal Audit

(63) The University conducts internal audits at planned intervals to assess whether the WHSMS conforms to internal
requirements, including the Work, Health, Safety and Wellbeing Policy and WHS objectives and targets. The WHSMS
Auditing Procedure outlines that these audits will also assess whether the WHSMS is effectively implemented and
maintained by organisational units and contractors. These audits will also identify gaps in compliance and WHSMS
opportunities for improvement.

Management Review

(64) The WHSMS Planning Procedure specifies that the Senior Executive and Executive, including the Work Health and
Safety Management Committee, will conduct a bi-annual management review of:

the status of actions from previous reviews;a.
assessments and reviews of the context of the University;b.
changes in internal and external issues which will impact upon the WHSMS;c.
significant stakeholders and their expectations, including which of their needs will help inform the WHSMS;d.
the scope of the WHSMS;e.
the extent to which WHS Policy and targets and objectives have been met;f.
WHS performance data;g.
WHS risks, including the risks that could impact upon the University’s intended outcomes for the WHSMS, andh.
opportunities;
the adequacy of resources for maintaining an effective WHSMS;i.
a review of the suitability, adequacy and effectiveness of the WHSMS;j.
the effectiveness of communications and consultations with interested stakeholders, including staff; andk.
opportunities for continuously improving the WHSMS.l.

(65) The results of the review, including any recommendations for improvement, will be documented and
communicated to staff and their representatives and will help inform the WHS Action Plan.

Section 10 - Improving the WHSMS
(66) Opportunities for improving the WHSMS will be identified during annual and bi-annual reviews of the WHSMS. The

framework will also be strengthened by organisational units identifying improvement opportunities[2]; identifying and
implementing corrective actions, actioning non-conformances and other actions.

[2] Opportunities for improvement can include hazards, WHS and other risks; WHS opportunities, broadening
the scope of compliance and performing Job Safety Analysis.

Incident, Non-Conformity and Treatments (Corrective Actions)

(67) The Incident and Hazard Reporting Procedure describes the process for investigating hazards, near misses,
incidents and injuries; developing treatments and reporting on actions that were taken to manage incidents, which

should be documented within Riskware Action Plans. Non-conformities[3] are also actioned and reported on.

https://policy.acu.edu.au/document/view.php?id=154
https://policy.acu.edu.au/document/view.php?id=172
https://policy.acu.edu.au/document/view.php?id=172
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/download.php?id=95&version=1&associated
https://policy.acu.edu.au/document/view.php?id=162
https://policy.acu.edu.au/download.php?id=48&version=3&associated
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[3] Non-conformities: Not complying with the requirements of standards ISO 45001 and AS/NZS 4801, and
the University’s WHSMS.

(68) Whenever an incident and non-conformity occurs, organisational units should take timely actions to control and
manage this issue and identify any contributing factors. Relevant Nominated Supervisors and Managers should
evaluate the relevant risk with staff and others and consult about any proposed corrective actions.

(69) People and Capability staff will assess whether similar incidents or non-conformities are occurring on a broader
scale across the University and facilitate actions to manage these risks. The logging of Riskware reports can also
trigger reviews of existing assessments of risks, the application of treatments and changes to the WHSMS.

(70) The treatments, which are selected to manage reports of hazards, near misses, injuries and hazards (logged in
Riskware), are assigned a risk rating (to determine their effectiveness) and documented within Riskware Action Plans.
Actions taken to address WHSMS non-conformities should also be documented, within Riskware Action Plans. (logged
as reports of hazards), by organisational units. Staff and their representatives, including WHS Committees, HSR and
the ACU Staff Consultative Committee, are updated about the actions that are taken to manage the risks identified by
incident and hazard reports, audits and other non-conformities.

Continual Improvement

(71) The WHSMS Planning Procedure outlines how the University also continuously improves the WHSMS by:

determining the suitability, adequacy and effectiveness of the WHSMS during bi-annual reviews;a.
enhancing the safety of working and learning spaces, and the activities which the University influences;b.
promoting a culture that supports a robust WHSMS;c.
engaging staff about implementing actions that will lead to continuous improvements in the WHSMS;d.
informing staff about improvements to the framework; ande.
documenting these continuous improvements.f.

Section 11 - Revisions made to this Procedure
(72) The revision table includes revisions up until this document was migrated into the current policy platform. Any
later changes will show in the Status and Details tab. 

Date Major, Minor or editorial Description

20 July 2021 Major Updated to account for new procedures released in 2020.

(73) The University may make changes to this Procedure from time to time to improve its effectiveness. If any staff
member wishes to make any comments about this Procedure, they should forward their suggestions to People and
Capability.

Section 12 - Further Assistance
(74) Any staff member who requires assistance in understanding this Procedure should first consult their Nominated
Supervisor or Manager who is responsible for applying the University’s WHSMS within their work area. Should further
information or advice be required staff should visit Service Central.

https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/download.php?id=12&version=1&associated
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Part A - Appendix A: ACU's Work Health and Safety Management
System

WHSMS Policies, Procedures and Plans Assurance

• Work, Health, Safety and Wellbeing Policy and WHS Action
Plan 2020-2021 showcase ACU’s commitment to continuously
improving safety and wellbeing.
• WHSMS Procedures and plans define ACU’s processes and
responsibilities for realising our goals.
• WHSMS Implementation Procedure
• WHSMS Planning Procedure
• WHSMS Roles and Responsibilities Procedure
• WHSMS Records and Document Management Procedure

• Audits, evaluations, incident reporting (Riskware) and
assessments of the WHSMS are informing improvements
in WHS risk management. Other analysis also supports
ACU to improve treatments (risk controls), strategies and
identify and resolve new hazards.
• WHSMS Auditing Procedure
• Incident and Hazard Reporting Procedure
• Quick Reference Guides - logging reports of incidents
and hazards (Riskware)
• WHSMS Planning Procedure
• WHSMS Performance Measurement and Evaluation
Procedure
• Self-Declaration (Applying the WHSMS) – Completed by
Members of the Executive, each year

WHS Risk Management Promotion

• We all contribute to determining the need for / adequacy of,
new or revised treatments (risk controls) to manage risk – based
on regular, University wide assessments of acceptable risk
ratings and gaps in WHS risk management. Six-monthly WHS
inspections are also conducted.
• WHS Risk Management Procedure
• WHS Risk Assessment Forms / Job Safety Analysis Form
• Safe Work Method Statements
• WHS inspection checklists
• WHSMS Safety in Design Procedure and associated worksheet
• WHSMS Procurement Procedure
• Chemical Management Procedure/Laboratory Safety Guideline

• Training, communications and consultations and other
actions help to create a positive safety culture at ACU.
Our people advocate for health and safety and WHS is
discussed during team meetings.
• WHS Communications and Consultation Procedure and
WHS Committee Procedure inform communications and
annual WHSMS Communication and Consultation Plans
• WHS Committees / Health and Safety Representatives –
minutes are published on WHS SharePoint site
• WHS Training and Competency Procedure
• Safety Alerts

Section 13 - Associated Information
(75) For related legislation, policies, procedures and guidelines and any supporting resources please refer to the
Associated Information tab.

https://policy.acu.edu.au/document/view.php?id=154
https://policy.acu.edu.au/document/view.php?id=178
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/document/view.php?id=186
https://policy.acu.edu.au/document/view.php?id=185
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/document/view.php?id=172
https://policy.acu.edu.au/document/view.php?id=162
https://policy.acu.edu.au/download.php?id=48&version=3&associated
https://policy.acu.edu.au/document/view.php?id=182
https://policy.acu.edu.au/document/view.php?id=181
https://policy.acu.edu.au/document/view.php?id=181
https://policy.acu.edu.au/document/view.php?id=171
https://policy.acu.edu.au/download.php?id=97&version=1&associated
https://policy.acu.edu.au/document/view.php?id=187
https://policy.acu.edu.au/document/view.php?id=184
https://policy.acu.edu.au/document/view.php?id=159
https://policy.acu.edu.au/document/view.php?id=279.1.1
https://policy.acu.edu.au/document/view.php?id=169
https://policy.acu.edu.au/document/view.php?id=168
https://policy.acu.edu.au/document/view.php?id=188
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