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PROCEDURE 11.1 – SAFE WORK PRACTICES & SERVICE DELIVERY    

	
Number
	
Procedure

	
Related National Disability Insurance Scheme Practice Standards

	11.1 (A)
	Lifting and Manual Handling
	

	11.1 (B)
	Food Handling
	

	11.1 (C)
	Infection Control and Hygiene
	

	11.1 (D)
	Administering Medication
	

	11.1 (E)
	Providing First Aid
	

	11.1 (F)
	Fire Safety and Emergency Procedures
	

	11.1 (G)
	Providing a Smoke Free Environment
	

	11.1 (H)
	Employee Grooming and Dress Requirements
	2,3

	11.1 (I)
	Use of Private Motor Vehicles
	

	11.1 (J)
	Service User Home Safety
	

	11.1 (K)
	Duty of Care Handover Declaration 
	



Definitions

Dignity of risk means that all persons with a disability have the right to be treated with dignity and respect in relation to their individual needs and circumstances and all aspects of their lives. It refers to the ability of a person to decide to take a safe risk, and to the balance between taking risks and encouraging independence.

It is based on the premise that each individual has a right to experience and learn from situations that may be a long-term or short-term threat or risk to their well-being.

Duty of care is a legal concept meaning the responsibility to take reasonable care to avoid causing harm to another person. A duty of care exists when it could reasonably be expected that a person's actions, or failure to act, might cause injury to another person.

Workplace, Health and Safety Officer (WHSO) is an employee who has completed an accredited course in Workplace Health and Safety. He or she supports the employer and employees in health and safety concerns, especially through the Better Together safety committee.

The workplace is the place where the employee is working, during the time when they are directed to be at work. This may include the office, the respite retreat property, the home of a supported person, in a vehicle or in a community facility.

A hazard is something with the potential to cause harm. This can include substances, plants, work processes and/or other aspects of the work environment.

Risk is the likelihood that death, injury or illness might result because of the hazard. There are a number of general types of workplace hazards, including:
· work environment
· energy (electricity)
· manual handling
· noise
· substances (such as chemicals)
· plant

Safety Management System is a term Better Together has adopted to envelope all service management processes that have been specifically developed to promote a safe and suitable work environment and a quality service to Better Together service users, in accordance with the Work Health and Safety Act (2011). It is a working mechanism in a state of constant review.

It is the responsibility of the Service Manager to ensure:

· Lifestyle Coaches receive information and safety and risk management training so that they may work in a safe and healthy manner;
· Lifestyle Coaches comply with all Better Together Policies and Procedures;
· hazards and incidents reported are responded to in an effective and timely manner.

It is the responsibility of Employees to ensure they:

· read and understand the Better Together Policies and Procedures;
· Employment Manual;
· attend all required training;
· adopt safe work practices;
· conduct risk assessments;
· report hazards and incidents;
· participate in activities as directed by the Better Together Workplace Health and Safety Committee;
· use equipment and aids as directed.
  
Employees are not expected to perform duties that would be considered threatening to their health and safety. People who use the service are not expected to tolerate assistance that is unsafe.

Procedures

11.1 (A)		Lifting and Manual Handling

Rationale

Manual Handling is any activity that requires employees to lift, lower, push, pull, carry or otherwise move, hold or restrain an object and in some support instances a person. Better Together is committed to safe lifting techniques to ensure the safety of Better Together employees and service users. Lifting and manual handling tasks will be individually assessed, and employees will receive training and information on the steps that are required to minimise the risk of injury.

Detailed Procedure

Better Together considers one key element of safe handling is that:
· no employee should fully lift a person, other than a small child unaided. (That is, without the assistance from, for example, mechanical aids, assistive devices or another worker/s.)

Better Together will:
· assess tasks individually and implement safety measures to reduce or eliminate the risks associated with manual handling;
· implement a ‘no lift’ understanding;
· provide workplace health and safety and duty of care training during employee induction
· ensure adequate supervision and on-the-job training is provided;
· provide on-going advice and direction to minimise the risk of injury to employees and service users;
· conduct safety and maintenance audits (see Policy 11.0 Safety and Risk Management).

Physically assisting service users
In rare occasions, employees may be required to in some way provide physical support to for a person being supported e.g. assisting to operate/move/direct a wheelchair.  To minimise the risk of injury to employees and service users, employees will be required to:
· complete a Health and Safety Declaration at the time of recruitment; 
· complete Manual Handling session as part of Employee Induction and receive a How to Lift graphic guide; 
· complete Buddy Shift training as deemed necessary;
· familiarise themselves with Risk Management Policies;
· wear comfortable clothes so that movement and positioning are not restricted;
· wear appropriate shoes that protect the feet and provide an adequate grip; 
· arrive at work rested, and warm up their muscles before lifting or conducting manual handling tasks;
· where possible, share manual handling tasks with another employee or take it in turns;
· alternate heavy jobs with lighter ones;
· use aids and adaptive equipment to assist with lifting and manual handling if they are provided, and instructions have been received for operation and use;
· communicate effectively with everyone involved in the lift or transfer;
· ask questions if unsure;
· share their experiences with new employees about specific requirements for the individual receiving assistance; 
· speak to the Manager or Assistant Manager if experiencing difficulty with a procedure;
· maintain an adequate level of health to ensure they are not at greater risk of injury (see also Policy 9.0(E) Providing Physical Assistance to Service Users).

Lifting wheelchairs into vehicles:
Better Together has identified this activity as high risk. Employees will be required to:

· complete a Health and Safety Declaration at the time of recruitment; 
· attend a mandatory Back Care and Manual Handling training session; 
· complete Buddy Shift training as deemed necessary;
· familiarise themselves with Safety and Risk Management Policies 
· choose one of the following options, if physically unable to safely lift a wheelchair into the back of a vehicle as part of supporting a person to access the community:
· contact the office to reserve a lightweight portable wheelchair 
· speak to the Manager if experiencing difficulty with a lifting procedure or with exercising any of the above options. 

General Tasks an employee may support a service user in:
When engaged in tasks requiring lifting or manual handling employees will be required to:
· complete a Health and Safety Declaration at the time of recruitment; 
· complete the jobs in a safe manner;
· check with the manager regarding additional strategies that could make the job less physically taxing;
· not move large items e.g. furniture unaided;
· familiarise themselves with Risk Management Policies;
· speak to the Manager/Assistant Manager if experiencing difficulty with a task.

11.1 (B)		Food Handling 

Rationale

Some employees may support individuals in maintaining valued employment at the Lagoon Creek Café and Function Room and/or other valued employment or social settings.  Employees may be expected to prepare food as part of their duties. Better Together is committed to ensuring all food prepared by employees is healthy and free from any possible contamination. 

Detailed Procedure

Better Together will:
· ensure all employees who cook for and/or with service users are aware of food handling principles by:
· ensuring employees complete the free online Moreton Bay Regional Council Food Safety Training;
· ensuring a Statement of Attainment is kept on the employee’s file;
· ensure adequate supervision, and on-the-job training is provided;
· provide employees with a WH&S Training
· provide ongoing advice and direction to minimise the risk of injury to employees and service users;
· conduct safety and maintenance audits (see Policy 11.0 Governace Risk Management).
11.1 (C)		Infection Control and Hygiene 

Rationale

Better Together is committed to maintaining a high standard of hygiene and other practices in order to keep service users, employees and others who visit our organisation as safe as possible. For a detailed procedure see Procedure 6.0 (H) Environmental Cleaning Principles. 
                   
11.1 (D)		Administering Medication	

Rationale

Supporting a service user to take medication is a very uncommon role for employees, however may need to occur for some people we support. Medications, or medicines are drugs or other substances used to maintain health and treat or prevent illness. Better Together employees will not be permitted to administer medication to a service user until they have received mandatory training. Medication can only be administered if a current Medication Authority, completed by the service user’s G.P. or medical specialist, is held on the service users file. If medication remains the same, a Medication Authority is valid for 12 months. A family and/or carer must provide prescribed medication to Better Together employees in the original labelled bottle or box or pharmacy distributed Webster packs.

Administering medication is a very important duty and should be done with the greatest of care. It is important to remember that even the most commonly taken medication can be a poison if taken in the wrong dose or if taken by the wrong person.

Better Together acknowledges that the term medication is not limited to harsh drugs. It can also include the following:
· Vitamins
· Cough Syrup
· Cold and Flu remedies
· Laxatives
· Indigestion remedies
· Herbal ointments
· Panadol
· Aspirin

Detailed Procedure

Better Together will:
· at the commencement of a service, require the advocate/carer to provide information for essential information collection, authorising Better Together employees to administer medication to the individual receiving support;
· monitor Medication Authority expiry dates; and
· contact the family/carer to arrange the renewal of a Medication Authority with their G.P. prior to expiry date;
· advise family/carer that any changes to medication require an updated Medication Authority;
· ensure all employees receive mandatory training on the safe use of medication principles including:
· duty of care
· the 6 R’s
· Right Person
· Right Drug
· Right Dose
· Right Route
· Right Time
· Right Documentation
· record keeping
· required safety checks
· procedure if mistakes are made
· PRN Medication
· storage of medication 
· side effects of the individual’s medication 
· incident management for medications 
on notification of a change to medication, update service user Individual File and Essential Information and ensure the appropriate employees and receive updated medication advice;
· ensure adequate employee supervision and training specific to the individual receiving support;
· provide employees with a step by step Medication Training regime as part of their mandatory training;
· provide on-going advice and direction to minimise the risk of harm;
· store a service users Consumer Medication Information (CMI) sheets for their specific medication on their file 
· conduct safety and maintenance audits (see Policy 11.0 Safety and Risk Management).

(See also       Policy 2.0 Individual Needs
           	Policy 10.0(I) Staff Training and Development
                    Policy 11.0(I) Medication Incident Reporting)

                   
11.1 (E)		Providing First Aid & Medical Emergencies


Detailed Procedures

Better Together employees are not required to have a First Aid Certificate.

Better Together will provide First Aid Kits:
· At The Lagoon Creek Café and Function Room
· In all Better Together vehicles

First Aid Kits will be monitored and replenished annually or as needed.

Medical Emergency Procedures

· In the event of a medical emergency, employees are required to call 000;
· Emergency phone numbers are visibly displayed in the office and the Lagoon Creek Café and Function Room;

Epilepsy First Aid Procedures

· Seizure First Aid Response is:
· Time the seizure
· Prevent injury by moving any nearby objects out of the way
· Gently roll the person onto one side, but do not force
· Calmly talk to the person until they regain consciousness
· Call 000 if:
· The person does not have a history of epilepsy
· If the seizure lasts longer than two minutes
· If an injury has occurred
· DO NOT put anything in the person’s mouth
· DO NOT restrain the person

· These instructions are visibly displayed in the office and at the Lagoon Creek Café and Function Room;
· The Seizure First Aid Response is also part of new employee induction;
· Annual Epilepsy training is mandatory for employees who support service users with Epilepsy;
· Specific epilepsy instructions will be kept on the Essential Information Form in the individuals file if the response required is different to the response outlined above.



11.1 (F)		Fire Safety and Emergency Procedures

Detailed Procedures

Better Together will ensure:
· Fire extinguishers and/or fire blankets are provided in:
·  The Lagoon Creek Cafe
·  The foyer of the Function Room
· Documentation is kept on file recording details of:
· fire safety inspections 
· employees training and demonstrations 
· fire drills
· Smoke detectors are provided in the office and Lagoon Creek Café and Function Room;
· Emergency lighting is provided at Lagoon Creek Café and Function Room;
· Workplace Environment Safety Assessments are completed.


Fire & Evacuation Procedures

· In the event of a fire call 000 and follow the Evacuation Plan;
· An Evacuation Plan is clearly displayed near fire extinguishers and other visible locations in the office, café and function room;
· Emergency phone numbers are displayed in the office, the café and function room;
· New employees are inducted to these procedures;
· Fire drill procedures are undertaken at the Better Together office every six months and at the lagoon creek café every three months.


Other Emergency Procedures

In the event of emergencies such as:

· a severe storm
· a flood
· a bushfire

Better Together will contact employees and service users and provide advice from Moreton Bay Council Emergency Advice Services.

11.1 (G)		Providing a Smoke Free Environment

Rationale

Passive smoking (the inhalation of Environmental Tobacco Smoke [ETS]) increases risks to health. Better Together has a duty of care under occupational health and safety legislation to provide a safe and healthy work environment for all employees and others who enter the workplace. Better Together will therefore adopt a smoke-free workplace. 

Detailed Procedure

Better Together will:
· NOT permit employees smoking breaks except for the normal tea and lunch breaks as provided for in the Terms & Conditions of Employment or the appropriate award;
· Ensure ‘smoke free workplace’ is displayed when advertising for employees;
· Advise new employees during their induction of the Better Together policy on smoking in the workplace;
· Handle procedural breaches in accordance with Policy 10.0- Taking Disciplinary Action.

The Manager and The Food Service & Support Manager will be responsible for ensuring employees do not smoke:
· While on duty (except during designated breaks);
· In Better Together buildings;
· On major thoroughfares such as connecting walkways;
· Within 10 metres of an entrance/exit to a Better Together building, windows or air intake area (air conditioners);
· In a Better Together vehicle;
· In a private vehicle whilst transporting another employee or a service user; 
· In areas where ‘no smoking’ signs are posted.


11.1(H)		Employee Grooming and Dress Requirements

Rationale

Better Together employees are expected to dress appropriately and take care of their personal hygiene and appearance at all times.  Appropriate clothing means clothing which is suitable to the work being undertaken and minimizes or eliminates risk.

Detailed Procedure

· Clothing should be suitable to the tasks performed;
· If a service user is dressing for an occasion, it is expected that the employee dress to the same level;
· Clothing should be of a respectable nature. It is not appropriate to wear risqué clothing which reveals body parts;
· Excessive jewellery is not appropriate.
· Appropriate footwear, especially during high-risk activities, including:
· lifting or transferring a person or object
· pushing a wheelchair
· assisting a person in or out of a vehicle
· driving
· Employees must not remove footwear during their shift unless swimming;
· When working at Lagoon Creek Café and Function Room, employees must, at all times, wear fully enclosed shoes with non-slip rubber soles;
· If employees do not wear appropriate shoes, it may be considered a breach which could result in disciplinary action (see Policy 10.0(P) Taking Disciplinary Action);
· An exception to the above may be:
· when supporting a service user out in the community and it would be inappropriate to wear closed, heel supported shoes with maximum grip; or
· when high-risk activities do not form part of an employee’s role (e.g. office work) however employees must assess the environment and task and wear shoes which minimise or eliminate risk.

11.1 (I)		Use of Private and Motor Vehicles

Rationale

Better Together requires employees to use their own motor vehicles within the ordinary course of employment. The organisation is committed to ensuring that, wherever a private vehicle is used for work related purposes, the occupants are adequately protected from injury. 

Detailed Procedure

Better Together will expect employees who use private vehicles for work related travel to:

· Hold a current Queensland Driver’s Licence of the correct class for the vehicle being driven and the number of passengers being transported; and
· if the employee holds an interstate or overseas Driver’s Licence to obtain a Queensland Driver’s Licence in accordance with Qld. Transport and Main Roads legislation;
· Adequately insure, register and maintain their vehicle in a clean, safe and roadworthy condition;
· Abide by the Queensland Road Rules;
· NOT smoke in their vehicle during work related travel while carrying passengers;
· Be responsible for all traffic and parking fines incurred in the course of work-related travel;
· NOT drive during work related travel if under the influence of alcohol, illegal drugs or if taking medication that cautions against driving;
· Consult the service user’s family if a road trip exceeding 10 kilometres is planned, before consulting the service user.  Advise the Manager of the outcome of this decision;
· Familiarise themselves with any safe travel requirements outlined in the Risk Management Plan for the service user being transported;
· Not transport anyone other than a Better Together service user in your car.

11.1 (J)		Service User Home Safety

Rationale

A service users’ home is a personal space that employees can come into from time to time so having a safe environment for the service user and employee is essential.

Detailed procedure 

Better Together delegated employees will ensure the service user’s home environment is safe by:
· Creating, displaying and reviewing a service users emergency exit plan;
· Evaluating and reviewing the safety of a service users home environment through the use of a in home safety checklist and ensure control are created, implemented and reviewed;
· Limiting the amount of exposure to harsh chemicals by having an approved chemicals list and access to MSDS sheet;
· All of the safety measures are reviewed annually.

[bookmark: _Hlk95752139]11.1 (K)		Duty of Care Handover Declaration 

Rationale

Occasionally situation can arise where a Better Together Worker is being requested to take an action or inaction that is not in line with established organisation procedures, such as not following actions as outlined within Safety Management Plans (e.g Epilepsy Management Plan, Diabetes Management Plan, etc).


Detailed Procedure: 
Better Together staff member will:
· Ensure duty of care for a service user is always maintaining. 
· Ensure they are follow any and all relevant safety plans and procedures in order to ensure the safety and wellbeing of the person they are supporting. 

However, a worker may be requested by a carer or family member to act in a way that is not in line with these plans or procedures. In this instance, the worker:
· Must have the individuals who is taking over the duty of care sign the “duty of care hand over form’ in our Flow Logic System. 
· can continue the scheduled support, but is required to have the family member or carer assume Duty of Care for the individual.
· Must ensure that once Duty of care has been passed over the recipient who has taken on the duty of care remains physically present in the same room as the Participant.  If they are unable to remain present, the worker is not to re-assume Duty of Care but must finish the support with the participant and follow organisational procedures. 
· Must only hand over duty of care to a person who is on the individuals active emergency contact list. 




Related Better Together Policies and Procedures
Policy 2.0	Individual Needs, values and Planning
Policy 3.0	Choice and Control 
Policy 8.0	Service Management: Governance
Policy 9.0	Prevention of Abuse, Neglect, Exploitation and Discrimination 
Policy 10.0	Human Resource Management 
Policy 8.7 	Incident Management
Policy 11.0	Governance risk Management
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  Number    Procedure      Related   National  Disability  Insurance  Scheme Practice   Standards  

11.1   (A)  Lifting and Manual Handling   

11. 1   (B)  Food Handling   

11.1   (C)  Infection Control and Hygiene   

11.1   (D)  Administering Medication   

11.1   (E)  Providing First Aid   

11.1   (F)  Fire Safety and Emergency Procedures   

11.1   (G)  Providing a Smoke Free Environment   

11.1   (H)  Employee   Grooming and Dress Requirements  2,3  

11.1   (I)  Use of Private Motor Vehicles   

11.1 (J)  Service User Home Safety   

11.1 (K)  Duty of Care Handover Declaration    

  Definitions     Dignity of risk   means that all persons with a disability have the right to be treated with  dignity and respect in relation to their individual needs and circumstances and all aspects  of their lives. It refers to the ability of a person to decide to take a  safe   risk, and to the  balance between taking risks and encouraging independence.     It is based on the premise that each individual has a right to experience and learn from  situations that may be a long - term or short - term threat or risk to their  well - being .     Duty of care   is a legal concept meaning the responsibility to take reasonable care to avoid  causing harm to another person. A duty of care exists when it could reasonably be  expected that a person's actions, or failure to act, might cause injury to another person.    

