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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs – learner safety, support, resources, 

governance and recordkeeping obligations; National Code of 
Practice for Providers of Education and Training to Overseas 
Students 2018, including Standard 5 Younger overseas students and 
Standard 6 Overseas student support services, where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Work Health and Safety Act 2011; Privacy Act 1988; relevant state or 
territory work health and safety, emergency management and child 
safety legislation where applicable 

Related Documents Critical Incident Policy and Procedure; Accommodation Assistance 
Policy and Procedure; Student Support Policy and Procedure; First 
Aid Procedure; Emergency Evacuation Procedure; Incident 
Reporting and Investigation Procedure; Housekeeping Procedure; 
Fitness for Work Procedure; Records Management Policy and 
Procedure 

 

1. Purpose 

Million Brown’s College (MBC) is committed to providing, so far as is reasonably practicable, a safe and healthy 
environment for work and study for employees, students, contractors, visitors and other persons affected by its 
operations. 

This policy establishes MBC’s commitment to work health and safety (WHS), risk management, consultation, 
incident response, emergency preparedness, first aid, safe work practices, and continual improvement. 

2. Objective 

MBC will identify hazards, assess and control risks, provide information and training, maintain safe systems and 
facilities, respond to incidents appropriately, and review WHS performance regularly. 

MBC will ensure that personnel know their WHS duties and that appropriate support and supervision are available. 

3. Scope 
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This policy and procedure applies to all MBC workplaces, training sites, commercial kitchens, simulated 
environments, offices, student common areas, excursions, work placement arrangements where relevant, and any 
other place where MBC conducts activities or services. 

4. Policy Statement 

All activities are to be undertaken with all reasonably practicable measures implemented to avoid or minimise risks 
to health and safety. 

All employees, contractors, students and other authorised persons are required to cooperate by becoming familiar 
with and complying with this policy and associated procedures. 

Failure to comply with this policy may result in disciplinary action, review of service arrangements, cancellation of 
access, or other action appropriate to the seriousness of the breach. 

5. WHS Commitment 

MBC management is committed to providing and maintaining, so far as is reasonably practicable, a work and study 
environment that is safe and without risks to health. 

MBC recognises the importance of maintaining a safe and healthy work environment and study environment for 
staff, students and other stakeholders. 

MBC will provide appropriate resources, training, consultation, systems and documentation to support WHS. 

6. Legal Compliance 

MBC will comply with applicable WHS legislation, codes of practice, emergency requirements, first aid 
requirements and other relevant legal obligations. 

Legislative and regulatory changes affecting WHS will be monitored and relevant documents, training and 
procedures will be updated as required. 

7. Consultation 

MBC recognises that the best way to ensure a safe and healthy workplace is for management, staff and where 
relevant students to work together to identify, discuss and solve WHS issues. 

Consultation may occur through meetings, issue resolution processes, incident reviews, site inspections, induction, 
training and continuous improvement processes. 

8. Management Responsibilities 

Senior management acknowledges it has primary responsibility for ensuring WHS systems are established, 
implemented and maintained. 

The CEO, RTO Manager, Compliance Manager and other authorised managers will ensure that WHS 
responsibilities are defined and that managers and supervisors receive the training and resources needed to carry 
out their responsibilities. 

Managers and supervisors must provide and maintain, so far as is reasonably practicable, a working environment 
and working conditions that are safe and without risks to health. 

9. Planning and Implementation 

MBC will integrate WHS and injury management into its existing and future management systems to prevent or 
minimise workplace risks. 

MBC will identify and assess workplace hazards, including foreseeable risks such as violence, aggression, trips, 
electrical hazards, fire, manual handling, kitchen hazards, chemical exposure, fatigue, psychological risks and 
emergency situations. 

MBC will maintain an appropriate workplace incident and injury reporting system and will encourage employees 
and students to report hazards, incidents and near misses as early as possible. 
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10. Employee and Student Responsibilities 

All employees and other persons at MBC workplaces must take reasonable care for their own health and safety 
and that of others who may be affected by their acts or omissions. 

Employees must comply with lawful directions, use equipment safely, participate in training where required, report 
hazards and incidents, and cooperate with return to work or injury management processes where relevant. 

Students must follow safety instructions, use equipment and facilities appropriately, report hazards, injuries or 
incidents promptly, and comply with emergency directions and safe work requirements during training and 
assessment. 

11. First Aid 

MBC will ensure that, so far as reasonably practicable, appropriate first aid facilities, services and supplies are 
available. 

MBC will determine the appropriate level of first aid service using a risk-based approach and review this at least 
annually or earlier where necessary. 

Designated first aiders will receive appropriate training and first aid treatment records will be maintained 
confidentially. 

12. Fitness for Work 

Employees and, where relevant, contractors must present for work fit for duty so they can perform tasks 
competently and safely without threatening the health and safety of themselves or others. 

Where a person appears unfit for duty due to fatigue, alcohol, drugs, medication, psychological impairment or other 
factors, MBC may stand the person down, remove them from the site, and seek medical or other advice as 
appropriate. 

MBC recognises substance dependency as a treatable condition and encourages early support and intervention. 

13. Bullying, Harassment and Violence 

Workplace bullying, harassment and violence are unacceptable and will not be tolerated. 

MBC will take all reasonable steps through risk management, training, supervision and response procedures to 
minimise the risk of bullying, aggression, harassment and occupational violence. 

Bullying or violence of a criminal nature may be referred to police or other appropriate authorities. 

14. Issue Resolution 

Where possible, a person who identifies a WHS issue should take any immediate safe action they are able to take 
to reduce the risk and then notify their supervisor or another appropriate person. 
If the matter is not resolved, the issue will be escalated through the WHS issue resolution process involving the 
relevant supervisor, manager and, where required, senior management. 
Progress reports or decisions should be communicated within reasonable timeframes and records of the issue and 
action taken should be maintained. 

15. Fire, Evacuation and Emergency Preparedness 

As part of induction, all employees must be informed of site-specific fire, evacuation and emergency procedures. 

Employees, students, contractors and visitors must follow instructions given by fire wardens, supervisors or 
emergency services representatives in the event of an evacuation or emergency. 

Emergency assembly points, emergency contact details, evacuation procedures and emergency responsibilities 
must be communicated and maintained. 

16. Incident Reporting and Investigation 
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All injuries, incidents, near misses and dangerous occurrences must be reported immediately to the relevant 
supervisor, manager or authorised officer. 

MBC will investigate incidents as appropriate using the approved incident reporting and investigation process. 

Records of incidents, investigations, corrective actions and follow-up actions will be maintained. 

17. Housekeeping and Safe Work Environment 

Work and storage areas must be kept neat and tidy and walkways, exits and access areas must be kept free of 
obstructions. 
Electrical cords, rubbish, stored materials, cleaning products, kitchens, bathrooms and common areas must be 
maintained so that they do not create avoidable hazards. 
Access to safety and firefighting equipment must remain unobstructed. 

18. Overseas Student and Welfare Considerations 

Where relevant to overseas students, MBC will ensure that safety, orientation, critical incident response, support 
services and younger overseas student welfare obligations are managed in accordance with the ESOS framework 
and the National Code 2018. 
At present, MBC does not enrol overseas students under 18 years of age unless and until compliant systems are 
formally established. 

19. Continuous Improvement 

The Compliance Department or other authorised management personnel must monitor, evaluate and review this 
policy and related procedures on an ongoing basis and recommend relevant changes to the MBC Management 
team. 
A summary of WHS related matters and concerns will be presented at management meetings for review. 

20. Confidentiality and Privacy Statement 

For more information, please refer to MBC’s Privacy and Confidentiality Policy. 

WHS reports, injury records, first aid records and related documentation will be handled confidentially and stored in 
accordance with approved privacy and records management procedures. 

21. Publication 

This policy once approved will be available to all students and staff by accessing approved MBC document 
locations, the intranet, the website where appropriate, or on request. 

This policy and procedure will form part of the information distributed and communicated during staff orientation 
and relevant inductions. 

22. Review Processes 

This policy will be reviewed annually by the RTO Manager, Compliance Manager, CEO or authorised delegate, or 
earlier if legislation, risk profile, incidents or operational requirements change. 


