OMARDEEN SCHOOL OF ACCOUNTANCY LIMITED
Occupational Health & Safety Policy

Purpose
The purpose of this policy is to outline the occupational health and safety (OHS) requirements of the School, and to ensure that a healthy working and learning environment is maintained. 

Objectives

· The School is committed to ensuring a safe and healthy working and learning environment for staff, students, visitors and affiliates.

· The School will strive for continuous improvement of its OHS policies by encouraging open and regular dialogue between students, staff and affiliates. 

· Contractors and suppliers of equipment and services will be utilized to ensure that the facility is maintained at the highest OHS standards.

· The School has a comprehensive range of strategies and programs available, and is committed to training, instructing and providing staff with adequate information to assist them in their roles and responsibilities at the School as well as their compliance with this policy.

Responsibilities and Delegation

1. The Directors and Office Managers will ensure that OHS responsibilities are appropriately defined and that supervisors and staff receive the training and resources they need to carry out their OHS responsibilities
2. All Directors, Office Managers, Supervisors are responsible for: 

a. Ensuring all employees are trained in safe working practices and follow all applicable OHS policies.
b. Conducting regular school site inspections, regular safety meetings, and perform proper accident/incident investigations.
c. Immediately report all work-related hazards, incidents or injuries
3. All Directors and Managers must exercise their responsibility to promptly resolve OHS hazards and issues within the limits of their authority. If Managers are unable to resolve the issue, they are required to refer the matter to the Directors. 
4. The Office Manager is responsible for the following:

a. Producing and maintaining an OHS manual for the School
b. Promoting OHS practices throughout the School
c. Communicating OHS issues, policies and procedures to all employees
d. Informing the school of new or amended OHS policies and legislation
e. Providing direction to the school to meet OHS requirements and legislation
f. Identifying whether functions of the school are in compliance with all OHS requirements
5.  Employees Will:
· Comply with the OHS Policy and observe and follow safe work practices and all safety rules and procedures.  
· Exercise reasonable care to ensure the health and safety of; themselves, others under their supervision and students are maintained. 
· Co-operate with the Directors and Managers when given instruction or direction regarding OHS. 
· Contribute in meetings to help identify potential OHS hazards and offer recommendations to help improve current OHS performance.
· Assist in reporting and recording all accidents and hazards that may cause injury, or illness (including damage to facility or equipment requiring maintenance). 

· Immediately report to the appropriate supervisor all work-related hazards, incidents or injuries.

· Participate in training arranged to support and implement OHS policies.

Accountabilities

The School will maintain consultative structures and processes to ensure that staff is consulted on matters affecting their OHS welfare.

The School will develop and maintain, as needed additional consultative processes for dealing with specific OHS issues.
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