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WORK HEALTH AND SAFETY POLICY

POLICY STATEMENT

ACWE is committed to providing and maintaining a safe, healthy and supportive
training and assessment environment for students, staff, trainers, assessors,
contractors and visitors.

The health, safety and wellbeing of all persons participating in ACWE activities is a
priority. ACWE will take reasonably practicable steps to identify hazards, assess and
manage risks, and provide training and assessment environments that are safe, fit for
purpose and appropriate for the training being delivered.

ACWE will comply with applicable work health and safety legislation and relevant
regulatory requirements governing Registered Training Organisations.

PURPOSE
The purpose of this policy is to:

promote a safe and healthy training and assessment environment
identify and manage risks to students, staff and other persons

clarify the work health and safety responsibilities of ACWE and its
students

ensure hazards, incidents, injuries and damaged equipment are reported
and appropriately managed

provide students with relevant safety information and instructions

support student physical and psychological health and wellbeing

ensure risks associated with workplace-based training, work placement
and third-party training environments are appropriately considered and
managed.

SCOPE
This policy applies to:

all ACWE students

staff, trainers and assessors

visitors, contractors and consultants

third parties involved in training and assessment

ACWE training and assessment premises

workplace-based training and assessment

work placement and work-integrated learning
community-based learning activities

online and remote training and assessment, where relevant.
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LEGISLATIVE AND REGULATORY FRAMEWORK

ACWE's work health and safety practices are informed by applicable legislation
and regulatory requirements, including:
o Work Health and Safety Act 2011 (NSW)
o Work Health and Safety Regulation 2025 (NSW)
o applicable SafeWork NSW Codes of Practice and guidance
e National Vocational Education and Training Regulator Act 2011
o 2025 Standards for Registered Training Organisations, including requirements
relating to facilities, resources and equipment, student wellbeing and
organisational risk management.

WORK HEALTH AND SAFETY RESPONSIBILITIES

Under work health and safety legislation, a person conducting a business or
undertaking is referred to as a PCBU.

The term worker may include employees, contractors, trainees, apprentices,
volunteers and students undertaking work experience or other activities that meet
the definition of work under applicable WHS legislation.

Students attending a training environment may also have responsibilities as other
persons at a workplace.

ACWE recognises that WHS responsibilities may be shared with other duty
holders, including employers, host workplaces, venue operators and third-party
providers.

Where responsibilities are shared, ACWE will, so far as is reasonably
practicable, consult, cooperate and coordinate with relevant parties regarding
health and safety matters.

ACWE RESPONSIBILITIES
ACWE will take reasonably practicable steps to:
« provide safe and appropriate training and assessment environments
o identify hazards and risks associated with training and assessment activities
« eliminate risks where reasonably practicable
e minimise risks where elimination is not reasonably practicable
e maintain facilities, resources and equipment that are safe and fit for purpose
« provide students with appropriate safety information, instructions and
supervision
e communicate emergency and evacuation procedures
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e maintain appropriate first aid arrangements

e respond to reported hazards, incidents and safety concerns

e investigate incidents and implement corrective actions where appropriate

« identify and manage risks associated with workplace-based learning, work
placement and third-party environments

« consider student wellbeing risks relevant to the training products and
student cohorts ACWE supports

o regularly review WHS risks and control measures.

STUDENT RESPONSIBILITIES
Students must take reasonable care of their own health and safety and must not
behave in a way that places the health and safety of another person at risk.
Students are expected to:
« follow reasonable health and safety instructions provided by ACWE staff,
trainers, assessors or authorised workplace personnel
o comply with safety procedures relevant to the training or assessment
activity
« participate in safety inductions and emergency briefings
e use equipment and resources only as instructed
e use any required personal protective equipment appropriately
o immediately report hazards, unsafe conditions, incidents, injuries or
damaged equipment
« refrain from deliberately misusing or damaging safety equipment
« behave in a manner that supports a safe, respectful and inclusive learning
environment
« advise ACWE where they have a concern that may affect their safe
participation in training or assessment.
Students must not undertake an activity they believe presents an immediate risk
to their health or safety without raising the concern with their Trainer or Assessor.
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STUDENT INDUCTION AND SAFETY INFORMATION
ACWE will provide students with relevant health and safety information at the
commencement of their training or prior to participating in activities where specific
risks have been identified.
Information may include:

e emergency exits and evacuation routes

e emergency assembly points

e emergency procedures

« first aid arrangements

o location of amenities

« safe use of equipment

« identified hazards relevant to the training environment

e required personal protective equipment

e procedures for reporting hazards and incidents

o workplace or work placement safety requirements.

Additional safety instructions will be provided where the nature of a training or
assessment activity requires specific controls.

HAZARD AND RISK MANAGEMENT
ACWE will identify and manage hazards and risks associated with its training and
assessment operations.
Risk management may include:
1. identifying hazards
2. assessing the nature and level of risk
3. eliminating the risk where reasonably practicable
4. implementing appropriate control measures where the risk cannot be
eliminated
5. monitoring and reviewing controls to ensure they remain effective.

Students and staff are encouraged to immediately raise any safety concern.
A person reporting a genuine safety concern will not be disadvantaged for raising
the matter.
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REPORTING ACCIDENTS, INCIDENTS AND HAZARDS
All accidents, injuries, incidents, near misses, hazards and damaged or unsafe
equipment must be reported to an ACWE staff member, Trainer or Assessor as soon
as possible.
Immediate action will be taken where necessary to protect the health and safety of
students and other persons.
ACWE will document and review incidents in accordance with its incident reporting
and risk management processes.
Where an incident meets the definition of a notifiable incident under WHS legislation,
ACWE will ensure the relevant regulator is notified as required by law.
Incident investigations may be undertaken to:

« identify contributing factors

o determine whether existing controls were effective

« identify corrective action

o reduce the likelihood of the incident occurring again.

EMERGENCY PROCEDURES AND FIRST AID
Students must follow all emergency instructions provided by ACWE staff, trainers,
assessors, emergency wardens or emergency services personnel.
In an emergency, students must:

e remain calm

« follow instructions

e evacuate the premises when directed

« proceed to the nominated assembly point

« not re-enter a building until advised it is safe to do so.
ACWE will maintain appropriate emergency and first aid arrangements for
training environments under its management or control.
Where training is conducted at a third-party or employer workplace, the
emergency and first aid arrangements of that workplace will generally apply.
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FACILITIES, RESOURCES AND EQUIPMENT
ACWE will take reasonable steps to ensure facilities, resources and equipment
used for training and assessment are safe, accessible, fit for purpose and
appropriate to the relevant training product.
Students will receive guidance or instruction before using equipment where
required.
Students must immediately stop using and report any equipment that:

e appears damaged

e is not operating correctly

e presents a potential safety hazard

e has been involved in an incident.
Unsafe equipment may be removed from use until it has been inspected, repaired or
replaced.

WORKPLACE-BASED TRAINING AND WORK PLACEMENT

Where training or assessment involves a workplace, work placement, work-integrated
learning or another third-party environment, ACWE will consider risks associated with
the environment and the activities students are expected to undertake.

ACWE may consult with employers, workplace supervisors and other relevant parties
to clarify health and safety responsibilities and appropriate risk controls.

Students must comply with the host workplace's WHS policies, procedures, induction
requirements and reasonable safety instructions.

Students must report workplace safety concerns to their workplace supervisor and
ACWE as soon as practicable.

ACWE will respond to concerns raised about a student's health, safety or wellbeing
during workplace-based training or assessment.

STUDENT WELLBEING AND SUPPORT

ACWE recognises that student wellbeing can affect a student's ability to safely and
effectively participate in training and assessment.

Students who require support are encouraged to speak with their Trainer, Assessor
or an appropriate ACWE staff member.

ACWE staff will listen to the student's concerns, identify support that ACWE can
reasonably provide and, where appropriate, discuss referral to an external support
service.
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Support may include information about:
e study and learning support
e managing assessment-related stress or anxiety
« counselling or mental health services
« financial wellbeing services
e culturally appropriate support services
e services supporting people experiencing abuse, harassment or violence
o other community or specialist support services relevant to the student's
circumstances.

ACWE staff, trainers and assessors are not expected to provide professional
psychological, medical or counselling services unless specifically qualified,
authorised and engaged by ACWE to provide such services.

Where specialist or professional support is required, ACWE may provide the student
with information about an appropriate external service.

ACWE will respect student privacy and confidentiality and will not ordinarily contact or
make referrals to external wellbeing services on a student's behalf without the
student's knowledge and consent.

Where there is an immediate or serious risk to a person's health or safety, ACWE
may take action consistent with its legal, emergency and duty of care obligations.
Where an external service charges a professional fee, the student will generally be
responsible for the cost unless otherwise agreed in writing by ACWE.

ONLINE AND REMOTE TRAINING
Students participating in online or remote training are responsible for maintaining a
reasonably safe personal learning environment.
Students should:

e use appropriate seating and workstation arrangements

« take reasonable breaks from screen-based activities

o keep walkways around their learning area clear

e use electrical equipment in accordance with manufacturer instructions

o immediately advise their Trainer or Assessor of any safety concern directly

related to an ACWE training or assessment activity.

ACWE will consider risks associated with online and remote delivery when designing
and reviewing training and assessment arrangements.
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BREACHES OF WHS REQUIREMENTS
Failure to follow reasonable health and safety instructions may place the student or
other persons at risk.
Where a student does not comply with safety requirements, ACWE may:
« stop the student from participating in an activity
o provide further instruction or safety information
e require the student to leave a training environment where an immediate
safety risk exists
« apply the Student Code of Conduct or disciplinary process where
appropriate.
Any action taken will consider the nature and seriousness of the risk and the
circumstances of the incident.

PRIVACY AND RECORDS

WHS incidents, injuries, hazards and student wellbeing matters will be documented
and managed in accordance with ACWE's record management and privacy
requirements.

Access to sensitive information will be limited to persons who require the information
to perform their role or meet a legal or regulatory obligation.

MONITORING AND REVIEW
ACWE will monitor the effectiveness of its work health and safety arrangements
through activities that may include:

e hazard and incident reports o risk assessments

o student and staff feedback e corrective action records

e workplace and training e changes to legislation or
environment reviews regulatory requirements

o review of work placement e continuous improvement
arrangements activities.

This policy will be reviewed periodically and when significant changes occur to
ACWE's operations, training products, training environments or applicable legislative
and regulatory requirements.

Thank you
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