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Work Health and Safety Policy 
RELEVANT STANDARD(S): Work Health and Safety Act 2011, Outcome Standard for NVR 

Registered Training Organisations Quality Area 4, Risk Management, Standard 4.3 

 

Purpose 
The purpose of this policy is to ensure that MADEC Community College provides and 

maintains a safe and healthy environment for all staff, students, contractors, and visitors. This 

includes identifying and managing risks that could impact people or the organisation’s training 

and assessment services. 

MADEC Community College is committed to complying with all relevant Commonwealth, 

State and Territory work health and safety (WHS) laws, including the Work Health and Safety 

Act 2011, and supporting students and staff to meet their WHS responsibilities. 

This policy also supports the RTO’s obligations under Outcome Standard 4.3, which requires 

that risks to VET students, staff and the organisation are systematically identified, managed 

and reviewed to ensure safety and integrity in VET delivery. 

 

Scope 
This policy applies to: 

• All employees, contractors, trainers, assessors and administrative staff 

• All enrolled students (including those in face-to-face, online, and work-based settings) 

• Any visitors, clients, or third-party personnel accessing RTO-managed facilities or 

events 

• All premises and environments where training and assessment activities take place, 

including workplaces, partner sites and online learning environments 

This policy applies across the full scope of RTO operations and is relevant to the planning, 

delivery and review of all nationally recognised training products on the RTO’s scope of 

registration. 
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WHS Commitments 

MADEC Community College will: 

• Provide and maintain safe training and working environments free from hazards, as far 

as reasonably practicable. 

• Identify, assess, and manage health and safety risks associated with its operations and 

training delivery. 

• Ensure all staff and students receive adequate information, instruction, training, and 

supervision to fulfil their health and safety responsibilities. 

• Promote a culture of health, safety and risk awareness across all RTO functions. 

• Comply with all relevant legislation, regulations, codes of practice and Australian 

Standards relating to WHS. 

• Establish clear procedures for reporting incidents, hazards, near misses, and risks. 

• Review WHS policies and procedures regularly to ensure currency, effectiveness and 

compliance with changing legislation or risk profiles. 

• Ensure risk management is embedded into all organisational practices, including 

training product development, delivery mode decisions, and support services. 

• Monitor the wellbeing and safety of learners under 18 years of age in line with the 

National Principles for Child Safe Organisations. 
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Policy Principles 
MADEC Community College recognises that effective consultation is essential to ensuring a 

safe and healthy training and working environment. The organisation actively involves staff, 

students, and contractors in identifying WHS issues and developing solutions. 

• Staff are regularly consulted through staff meetings, safety briefings, toolbox talks, and 

informal feedback mechanisms. 

• Trainers and assessors are encouraged to share safety concerns raised by students 

during training delivery. 

• Where required, MADEC Community College will establish WHS consultation 

arrangements in accordance with the Occupational Health and Safety Act 2004 (OHS 

Act), such as the nomination of a Health and Safety Representative (HSR). 

• WHS issues and updates are a standing item on the agenda of management meetings 

and Continuous Improvement reviews. 

• Students receive WHS information during orientation, and are invited to report any 

concerns via the Incident Report Form or by speaking with their trainer or support 

staff. 

 

Risk Management Approach 

A proactive and systemic approach to WHS risk management is implemented across all of 

MADEC Community College’s operations. 

• Risk assessments are conducted for all training environments, including classroom-

based, online, workplace-based, and simulated settings. 

• WHS risks associated with equipment, chemicals, manual handling, and digital 

learning platforms are identified and controlled. 

• Annual WHS audits are conducted by the CEO or nominated safety officer to assess 

workplace conditions, processes, and compliance with regulations. 

• All hazards and risks identified are entered into the Continuous Improvement Register, 

and Donesafe with mitigation strategies and timelines for action. 

• When planning or reviewing training products, the organisation considers any 

inherent safety risks (e.g. working at heights, electrical work, confined spaces) and 

ensures appropriate safety controls are in place. 
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Incident and Hazard Reporting 

All incidents, near misses, and hazards must be reported promptly to ensure timely response 

and future risk prevention. 

The organisation maintains separate but aligned reporting systems for hazards, near misses, 

and incidents. 

• Hazards are reported via the Hazard Identification Form and recorded in the Hazard 

Identification Register. 

• Near misses are logged using the Near Miss Report Form, then tracked in the Near 

Miss Register. 

• All actual incidents must be reported using the Incident Report Form, with 

corresponding entries maintained in the Incident Register. 

These reporting tools form a complete WHS feedback loop, allowing MADEC Community 

College to proactively identify risks, reduce harm, and meet obligations under the Work 

Health and Safety Act 2011 and Outcome Standard 4.3. 

The CEO (or WHS Officer, if delegated) is responsible for: 

• Investigating the incident 

• Implementing corrective and preventive actions 

• Documenting outcomes in the relevant registers 

• Communicating follow-up actions to all relevant parties 

Where applicable, serious incidents are reported to Safe Work Australia or the relevant State 

WHS Regulator (WorkSafe Vic) 

 

Emergency Preparedness and Response  

MADEC Community College maintains a structured Workplace Emergency Plan (WEP) to 

ensure a rapid and safe response to emergencies affecting staff, students, and visitors. 

• All training and assessment sites have clear evacuation plans, fire exit signage, and 

assembly points, which are displayed prominently and communicated during student 

orientation. 

• Emergency drills are conducted at least annually as part of Office Assessment at each 

physical training site. 



5 

 

 

 

 

Work Health and Safety Policy | MADEC Community College 

Version 1.1 | November 2025 

MADEC Community College 
Address: 126-130 Deakin Avenue, Mildura, VIC, 3500 

RTO # 3957| Phone: (03) 5023 7233 

Website: http://madec.edu.au 

Email: madec@madec.edu.au 

• The Workplace Emergency Plan outlines: 

o First aid and medical response procedures 

o Bomb threat protocols 

o Evacuation and lockdown procedures 

o Response actions for critical incidents (e.g. fire, gas leak, physical assault) 

• Underage or vulnerable students are supported according to the National Principles 

for Child Safe Organisations, including appropriate supervision and parental/guardian 

notification where required. 

 

First Aid 

MADEC Community College ensures that qualified First Aid officers are available and equipped 

to respond to injuries and health emergencies. 

• At least one staff member with current First Aid certification is present at every training 

site during operating hours. 

• First Aid kits are: 

o Stocked with appropriate supplies 

o Inspected monthly 

o Accessible and clearly marked in all training environments 

• Only authorised (First responders) and trained staff are permitted to administer First 

Aid. 

• In the event of a serious medical emergency, staff will contact emergency services 

(000) and inform the designated emergency contact of the affected individual. 

• First Aid incidents are recorded and reviewed as part of the RTO’s continuous 

improvement and risk management processes. 

 

Workplace Safety Inspections 

MADEC Community College ensures that the learning and working environments are 

inspected regularly to maintain safety and compliance. 
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• Daily inspections must be conducted by Trainers/Assessors prior to the 

commencement of any training or assessment session. This includes checking 

classroom spaces, workshop areas, and simulated work environments. 

• Routine WHS audits are carried out by authorised staff (e.g. WHS Officer or 

Compliance Manager) at scheduled intervals to assess broader risks and maintenance 

needs. 

• Any hazards, spills, faulty equipment, or safety risks identified must be reported 

immediately using the Hazard Identification Form. 

• Risk controls must be implemented as soon as practicable and escalated to 

management where necessary. 

• Inspection outcomes are documented and stored in the Hazard Identification Register 

for monitoring and follow-up. 

 

Hazard Management 

MADEC Community College applies a systematic approach to hazard and risk management, 

using the four key WHS steps: 

1. Hazard Identification – All staff and students are encouraged to report potential 

hazards using approved forms and processes, including via Donesafe 

2. Risk Assessment – Assess the likelihood and severity of the risk to determine the 

level of action required. 

3. Risk Control – Apply the hierarchy of controls in this order: 

a. Eliminate the risk 

b. Substitute with a safer alternative 

c. Engineer controls to isolate people from harm 

d. Use administrative controls (e.g. procedures, signage) 

e. Provide Personal Protective Equipment (PPE) 

4. Monitoring and Review – Controls are reviewed for effectiveness and updated 

based on changes, incidents, or new risks. 

Risk management is part of everyday decision-making and is reinforced through inductions, 

meetings, and the Continuous Improvement Register/Donesafe 
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Ergonomics and Equipment 

MADEC Community College is committed to ensuring the comfort, safety, and wellbeing of all 

staff and students through the use of ergonomic and fit-for-purpose equipment. 

• All staff are provided with ergonomic chairs, desks, computer workstations, and tools 

suited to their roles. 

• Students are oriented on safe use of training equipment and are encouraged to speak 

up about any physical discomfort or equipment concerns. 

• Equipment and machinery used in training or operations are maintained and inspected 

in line with manufacturer guidelines, relevant Australian Standards, and WHS 

legislation. 

• Equipment with known risks (e.g. electrical tools, or mechanical equipment) must be 

operated only by authorised persons following a safety induction. 

Environmental Safety and Waste Management 

MADEC Community College upholds safe and sustainable practices in all work and training 

environments. 

• Waste bins are provided and maintained to encourage proper segregation of waste 

(e.g. general, recycling, hazardous). 

• Hazardous substances such as oils, batteries, e-waste, or chemicals (where applicable) 

are stored, handled, and disposed of according to environmental regulations and 

Safety Data Sheets (SDS). 

• Staff and students are informed about proper disposal procedures during orientation 

and training. 

• Environmental hazards (e.g. air quality, leaks, pest infestation) are reported and 

rectified promptly. 

• Wherever possible, the organisation aims to minimise environmental harm by 

reducing energy usage, water waste, and non-recyclable materials. 

 

Safety of Underage and Vulnerable Learners 

To protect the safety and wellbeing of VET students under 18 years of age or those from 

vulnerable groups, MADEC Community College implements additional safeguards consistent 

with the National Principles for Child Safe Organisations and Outcome Standard 4.3: 
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• All staff working with minors or vulnerable learners undergo Working With Children 

Checks (WWCC) or equivalent clearance, verified and stored in HR records. 

• Staff are trained on child safety and mandatory reporting obligations. 

• Underage students are provided with supervised access to training and common areas. 

• Where off-site training or excursions are involved, risk assessments must account for 

child safety and duty of care. 

• Complaints and incidents involving minors or vulnerable students are handled with 

strict confidentiality, urgency, and in accordance with MADEC Community College’s 

Complaints Incident Reporting Procedures. 

• Learners from culturally and linguistically diverse backgrounds, those with disability, 

or from LGBTIQA+ communities are protected through culturally responsive, inclusive, 

and respectful practices. 

 

MADEC Community College’s Responsibilities 
 

RTO Responsibilities 

MADEC Community College is committed to fulfilling its legal, ethical, and operational 

responsibilities under the Work Health and Safety Act 2011 /State WHS Regulator (WorkSafe 

Vic) by ensuring that the health, safety, and wellbeing of staff, students, contractors, and 

visitors are prioritised in all training and operational contexts. 

MADEC Community College will: 

1. Provide and maintain a safe, accessible, and well-equipped work and learning 

environment for all staff, students, and visitors. 

2. Conduct regular risk assessments and safety audits across all training locations to 

proactively identify and address hazards. 

3. Ensure clear WHS policies, procedures, emergency plans, and reporting mechanisms 

are in place and communicated to all personnel and learners. 

4. Ensure that all staff receive appropriate induction, training, and updates regarding 

their WHS responsibilities, incident management, and safe work practices. 

5. Maintain accurate WHS records, including hazard reports, incident logs, near misses, 

and workplace inspections. 
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6. Appoint a dedicated WHS Officer or manager to oversee compliance and facilitate 

WHS-related communication, support, and escalation. 

7. Support employee-elected WHS representatives in carrying out their roles, including 

attending training and participating in consultation processes. 

8. Consult with employees and students on matters affecting health and safety and act 

on concerns raised through official channels. 

9. Provide appropriate resources, including PPE, ergonomic equipment, and first aid 

supplies, to minimise risk and support safe practices. 

10. Comply with all relevant WHS legislation, including reporting notifiable incidents to 

the relevant regulator as required by law. 

 

Employee and Student Responsibilities 

All employees, contractors, students, and visitors share responsibility for ensuring a safe 

environment at MADEC Community College. 

They must: 

1. Take reasonable care of their own health and safety and that of others who may be 

affected by their actions or omissions. 

2. Comply with all WHS policies, procedures, and instructions provided by the 

organisation. 

3. Cooperate with incident reporting, emergency response, and hazard management 

processes. 

4. Immediately report any hazards, incidents, injuries, near misses, or unsafe practices 

using the appropriate forms or systems. 

5. Use equipment and facilities safely and responsibly, and avoid any intentional or 

reckless misuse of WHS resources or safety controls. 

6. Attend WHS induction and refresher sessions and participate in required training or 

drills. 

7. Respect and follow all signage, directions, and instructions regarding WHS and 

emergency procedures. 
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Legislative Compliance 
MADEC Community College complies with the following legislation and frameworks: 

• Work Health and Safety Act 2011 (Cth) 

• Occupational Health and Safety Act 2004 (OHS Act) 

• Regulations as implemented in the applicable jurisdiction 

• Relevant Codes of Practice and Australian Standards 

• Other applicable state or territory WHS laws, including incident reporting and duty of 

care obligations 

Under these laws, MADEC Community College ensures: 

a. Protection of staff, students, and contractors from work-related hazards by 

implementing effective risk management systems. 

b. Fair and transparent processes for consultation, cooperation, and resolution of WHS 

matters. 

c. Ongoing access to training, education, and WHS resources for all stakeholders. 

d. Regular review of compliance and performance to ensure continuous improvement in 

WHS outcomes. 

e. Alignment with national harmonisation principles and consistent implementation of 

WHS duties across jurisdictions. 

 

Monitoring and Review 
MADEC Community College’s CEO (or delegate) is responsible for monitoring the 

implementation of WHS practices across the organisation. 

• WHS incidents, audit results, and staff feedback are reviewed regularly through the 

Continuous Improvement framework. 

• Identified risks or areas for improvement are recorded in the Continuous Improvement 

Register/Donesafe and addressed through documented actions. 

• Policies and procedures are reviewed depending on risk or at least annually or 

following any significant incident or regulatory change. 
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• WHS data and trends inform planning for training, resourcing, infrastructure upgrades, 

and strategic decision-making. 
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Annex A 
Workplace Emergency Plan 

This Workplace Emergency Plan outlines the procedures and responsibilities to follow in the 

event of an emergency affecting staff, students, visitors, or property. It aims to minimise harm, 

manage risks, ensure safety, and support recovery in line with the Work Health and Safety Act 

2011, Outcome Standard 4.3, and the National Principles for Child Safe Organisations (if 

applicable). 

 

Scope 

This Workplace Emergency Plan (WEP) applies to all staff, students, contractors, and visitors 

across all learning, assessment, and operational environments managed by MADEC 

Community College, including: 

• On-campus and face-to-face training venues: Classrooms, workshops, practical 

simulation spaces, common areas. 

• Online or virtual learning environments: Platforms such as Zoom, Teams, or the LMS 

(for incidents like disruptive behaviour, cyber breaches, or student mental health 

escalation). 

• Workplace-based training locations: Employer premises where structured 

training/assessment is conducted. 

• Third-party delivery locations: Any partner sites or subcontracted training venues used 

under formal agreement. 

This plan covers prevention, preparedness, response, and recovery for all reasonably 

foreseeable emergencies, and must be followed regardless of the delivery mode or location. 

It applies during all training hours and while students or staff are engaged in RTO-sanctioned 

activities. 

 

Types of Emergencies Covered 

MADEC Community College identifies and prepares for the following emergency scenarios, 

which may arise in the course of training, assessment, or general operations: 

• Fire, smoke, or explosion 
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Includes fires in training facilities, electrical equipment faults, or practical training 

mishaps involving flammable substances. 

• Medical emergencies 

Examples include seizures, allergic reactions, falls, injuries from equipment, or sudden 

illnesses such as cardiac arrest. 

• Natural disasters 

Floods, severe storms, bushfires, or earthquakes that threaten safety or cause 

infrastructure damage. 

• Chemical or hazardous material incidents 

Exposure to or spills of training-related substances, especially in construction, 

resources, or lab-based training. 

• Lockdown events or threats of violence 

Aggressive behaviour, physical altercations, intruders, or weapons on premises 

requiring lockdown procedures. 

• Bomb threats or suspicious packages 

Any threat or unattended item causing suspicion and potential evacuation. 

• Harassment, abuse, or critical incidents involving staff or students 

Including verbal abuse, sexual harassment, physical assault, or threats. 

• Mental health or wellbeing crises 

Incidents of psychological breakdown, self-harm risk, panic attacks, or trauma 

experienced by students or staff. 

 

Emergency Response Procedures 

All emergency responses must prioritise safety, calm communication, and compliance with 

emergency services directions. The following procedures must be adapted to the context of 

each training or delivery site: 

1. Raising the Alarm 

a. Immediately alert staff or designated emergency wardens. 

b. Activate the closest alarm or use emergency contact points (e.g. intercom, 

panic button, emergency apps). 
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c. Call 000 and clearly state: 

i. Nature of emergency 

ii. Exact location and entry point 

iii. Number of people involved or injured 

d. Notify the CEO or site supervisor as soon as it is safe. 

2. Evacuation Procedure 

a. Follow posted evacuation diagrams and listen to instructions from emergency 

wardens or staff. 

b. Leave belongings behind (unless safe to carry). 

c. Use nearest safe exit; do not use lifts. 

d. Proceed to the designated Assembly Point, located [insert assembly point 

location per site]. 

e. Trainers and assessors: 

i. Bring attendance list (if possible). 

ii. Conduct a roll call at the Assembly Point. 

iii. Report missing persons to emergency services or the CEO. 

f. Await clearance from emergency authorities before re-entering any premises. 

3. Lockdown Procedure 

a. Lock doors and windows; secure the space. 

b. Switch off lights, mobile devices on silent. 

c. Stay quiet and low to the ground. 

d. Remain calm and await instructions via SMS, intercom, or direct 

communication. 

e. Do not leave until an "all clear" message is provided by the CEO or emergency 

services. 

4. Medical Emergencies 

a. Only staff with current first aid training may administer first aid. 

b. Assess the situation for safety before assisting. 

c. Contact 000 and provide: 
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i. Type of emergency (e.g. unconscious person, seizure, injury) 

ii. Age and gender of individual 

iii. Exact location and access instructions 

d. Assign another staff member to meet paramedics at the entry point. 

e. Complete an Incident Report Form within 24 hours and escalate to WHS 

Representative and CEO. 

5. Mental Health Crisis 

6. If an individual is at immediate risk to themselves or others: 

a. Remove other students (if safe to do so). 

b. Engage calmly, avoid confrontation. 

c. Call 000 and request ambulance or police support. 

7. If not urgent, contact MADEC Community College’s Student Support Officer or 

designated mental health first aid contact. 

8. Use the Support Request Form to document the concern. 

9. Offer post-incident support and ensure the learner is not isolated or penalised for the 

incident. 

 

Roles and Responsibilities 

To ensure a coordinated and effective response to emergencies, all individuals at MADEC 

Community College must clearly understand their responsibilities. 

Role Responsibilities 
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CEO / Safety 
Officer 

• Immediately assess the nature and severity of the emergency 
and activate the Emergency Management Plan (EMP). 

• Contact emergency services (e.g. Fire, Ambulance, Police) as 
needed. 

• Coordinate communication with staff, students, emergency 
responders, and external agencies. 

• Ensure emergency contact lists are current and accessible. 

• Complete required regulatory incident reports (e.g. SafeWork 
VIC) and document the incident in the Incident Register. 

• Authorise resumption of normal operations after clearance. 

Trainers/Assessors 

• Prioritise the safety of all students and themselves. 

• Initiate evacuation or lockdown procedures, ensuring all 
individuals follow designated routes and assemble at the 
correct location. 

• Administer first aid if trained and safe to do so. 

• Account for all learners under their supervision and report any 
missing persons to the Safety Officer. 

• Report any hazards or equipment-related risks observed 
during or after the incident. 

Administration 
Staff 

• Access and update emergency contact registers, first aid logs, 
and staff/student attendance sheets. 

• Assist with internal and external communications, including 
parent/guardian contact if applicable. 

• Provide administrative support to the CEO and Safety Officer 
during and after the incident. 

• Log details of the emergency in the appropriate forms 
(Incident Report Form, Hazard Identification Form). 

Students 

• Follow instructions from staff promptly and calmly during all 
emergencies. 

• Participate in drills and orientations on emergency procedures. 

• Report any hazards, suspicious behaviour, or unsafe conditions 
to staff immediately. 

• Cooperate during rollcalls and provide accurate information if 
approached by emergency personnel. 

 



17 

 

 

 

 

Work Health and Safety Policy | MADEC Community College 

Version 1.1 | November 2025 

MADEC Community College 
Address: 126-130 Deakin Avenue, Mildura, VIC, 3500 

RTO # 3957| Phone: (03) 5023 7233 

Website: http://madec.edu.au 

Email: madec@madec.edu.au 

Communications Plan 

Effective communication during an emergency is essential to ensure safety, minimise 

confusion, and support coordinated action. 

• Emergency contact details (e.g. Fire, Police, Ambulance, Poisons Hotline) are displayed 

in all key training and administrative areas, and included in student and staff 

handbooks. 

• All staff receive a printed and digital version of the emergency response procedures 

and internal contact numbers. 

• During a major incident, the CEO (or their delegate) is the sole authorised 

spokesperson to communicate with: 

o Emergency services 

o Media 

o Parents, guardians, or family members 

o Regulators (e.g. ASQA, SafeWork, police) 

• A communication log is maintained to track information provided and decisions made 

during the incident. 

• Post-incident communications include debriefs, counselling referrals (if needed), and 

information about service resumption. 

 

Training and Drills 

To promote preparedness, MADEC Community College conducts regular training and 

emergency simulation exercises. 

• Emergency drills (e.g. fire evacuation, lockdown, medical emergency) are held at least 

once per year at each training site. Participation is mandatory for all staff and students 

present on-site. 

• Staff training: 

o All new staff receive induction training on the Emergency Management Plan. 

o Annual refresher training is provided and documented in staff training records. 

• Student orientation: 
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o Emergency procedures are included in the orientation process for new 

students. 

o Students are shown emergency exits, assembly areas, and introduced to the 

basic evacuation procedure. 

Lessons learned from drills are reviewed, recorded, and actioned as part of continuous 

improvement. 

 

Review and Continuous Improvement 

The WEP is treated as a living document that must remain current, relevant, and effective. The 

WEP is formally reviewed every 12 months by the CEO or appointed Safety Officer. 

Additional reviews are triggered by: 

• An actual emergency or critical incident 

• A significant change to the physical layout of the training venue 

• Feedback from drills or emergency response debriefings 

Key review activities include: 

• Checking the accuracy of contact information and evacuation plans 

• Assessing drill participation rates and outcomes 

• Identifying procedural gaps and resourcing needs 

Updates must be approved by the CEO and communicated to all relevant staff. 

Records of changes and improvement actions are logged in the Continuous Improvement 

Register and version control is applied to all copies of the EMP.  
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Version Control  

Version Control Table 

Date Summary of Modifications Modified by Version 

Aug 2025 Document creation Blu Edge Pty 

Ltd 

v 1.0 

Nov 2025 Reviewed and contextualised to MADEC. 
Wording change from Emergency Management 
Plan (EMP)  to Workplace Emergency Plan (WEP) 

J. Drummond V1.1 
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