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1. Objective 
The Work Health and Safety Procedures are designed to provide officers and workers of the Anglican 
Diocese of Adelaide with procedures that will help them comply with the Work Health and Safety 
Policy. 
 
To assist parishes, the Parish Operations WHS Folder contains instructions and forms to give life to 
the Policy and these Procedures 
 
2. The Role of Officer 
The duty of an “Officer” (for Work Health and Safety purposes) is as stated in the approved work 
health and safety policy.  It includes the Diocesan Council members, Senior Management and 
Managers as defined in the Work, Health and Safety Policy. 
To exercise due diligence, officers will be required to take reasonable steps to: 

• Acquire and keep up to date knowledge of work health and safety matters, 
• Consider the work health and safety impacts of operational and strategic decisions made 

and ensure any resulting risks are addressed, 
• Ensure management undertake regular (at least annually) work health and safety risk 

assessments in the workplace, and document the outcomes on a risk register that is 
reported to Diocesan Council, 

• Ensure the Anglican Diocese of Adelaide has appropriate processes for receiving and 
considering information regarding incidents, hazards and risks, and responding in a timely 
way to that information.  Each meeting of Diocesan Council should include an agenda item 
for work health and safety issues, which may include references to outstanding items on a 
risk register, and matters raised via Synod Operations. 

• Ensure that any correspondence with the Regulator is processed through the Diocesan 
Council, 

• Ensure workers are instructed, trained, and supported as far as is reasonably practicable, 
to carry out work activities in a safe and healthy manner in the workplace (which may include 
working from home).  Guidance can be obtained from Codes of Practice issued by SafeWork 
SA (refer www.safeworksa.gov.au ). 
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3. Consultation Process 
a. Consultation with Workers 

All workers are involved in WHS.  The Anglican Diocese of Adelaide has a process for 
involving workers in identifying hazards, reporting problems and providing possible 
solutions to work health and safety issues. 
This is carried out through periodic worker meetings arranged by the Secretary of Synod, and 
the availability of a suitable Diocesan interactive WHS website accessible by workers. 

b. Induction of new workers 
All new workers at the Anglican Diocese of Adelaide will be informed of the Work Health and 
Safety policy.  Workers will be made aware of safety procedures and of the commitment by 
all to safety and accident prevention in the workplace. 

c. Induction of contractors 
All contractors at the Anglican Diocese of Adelaide must be informed of the Work Health 
and Safety policy and the applicable workplace or place of worship and community must 
ensure the contractor is informed to report themselves on the first day of the contract 
commencement 

d. Complaints and Enquiries (including names and positions of to receive complaints 
and enquiries)  
Synod has appointed a Synod Operations Officer who will be the conduit for health and 
safety matters between workers, other persons and Diocesan Council. 

4. Risk Management Process 
The risk management process is a consultative process throughout.  It involves: 

a. the regular identification of WHS hazards and the harm they may cause,  
b. the assessment of risks (if necessary) caused by the hazard, the extent of harm that could 

result, and the likelihood of it occurring.  This step is unnecessary where the hazard, 
associated risks, and controls are well known, and controls simply require implementation, 

c. control the risks, by implementing the most effective controls measure that is reasonably 
practicable, and 

d. review the control measures taken to ensure they are working as expected. 
The process involves: 
4.1   Identify Hazards 
Identifying hazards should be carried out at least annually and whenever there is: 

a. A workplace environment change such as moving to different accommodation, 
b. The introduction of new office equipment, 
c. Changes to work processes that may result in changes in workload, 
d. Introduction of a new hazardous substance 
e. Response to a workplace incident, or 
f. Response to a WHS issue. 

Workers should be consulted when carrying out the hazard identification process. 
4.2   Assess the Risks 
For each hazard identified, a risk assessment should be carried out taking the following steps: 

a. Determine the severity of harm if the risk occurred – is it a small isolated hazard that would 
result in a minor injury, or a significant hazard with more severe effects. 

b. Determine the likelihood of the risk occurring and causing injury – are many workers exposed 
to the hazard. 

c. Consider the causes of the risk (processes, sources) and the effectiveness of existing 
controls that would be expected to mitigate that risk. 
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d. Identify what kind of control measures should be implemented if there are no existing 
controls, or if existing controls are not effective.   

e. Ensure a Safety Data Sheet is maintained on site and is readily accessible for all hazardous 
substances 

 

4.3   Control the Risks 
Controlling risks is achieved by working through the following order: 

a. Eliminate the hazard; 
b. Substitute the hazard with a less hazardous work practice; 
c. Isolate the hazard from workers; 
d. Introduce engineering controls such as adapted tools or equipment to reduce the risk; 
e. Introduce administrative controls such as documented work methods to reduce the 

exposure to a hazard; 
f. Take protective measures using personal protective equipment. 

4.4    Review Controls 
Review controls to ensure they remain effective.  This could be achieved parallel with the regular 
hazard review process.  Controls and their effectiveness are reviewed by workplace inspection, 
worker consultation, considering incident reports.   
Controls should also be reviewed where there is an incident or where a new hazard has been 
introduced, such as a new work procedure or a significant change in work practice. 
4.5    Keeping Records 
Records should be kept of hazards identified and actions taken to manage associated risks (refer 
Hazard Review Procedure). 
5. Reporting 
5.1  Incident and Hazard Reporting 

 

i. All workers must report hazards and incidents, including near misses. Analysing these reports can 
point to systemic issues, which may not have been otherwise evident. It can also lead to 
identifying deficiencies in policy or procedures. 

ii. The Incident Investigation form is to be used for incidents and near misses resulting in injury to 
workers or visitors. A near-miss is an unplanned event which did not result in injury, illness or 
damage to property; but has the potential to do so. 
All incidents resulting in injury to workers or visitors, with the potential to result in an insurance 
claim, must be reported to the either the Synod Operations Officer or the Synod Operations 
Manager. If a paid worker is seriously injured or killed, SafeWork SA and Synod Insurance must be 
informed.  

iii. The Hazard Report Form is to be used to report hazards with the potential to cause injury or illness 
to people or damage to property. Hazards should be reported to the relevant parish warden and 
in turn the Synod Operations Officer.  

5.2  Reporting a “Notifiable Incident”  
This is to be completed by either the Synod Operations Officer or the Synod Operations 
Manager. 

a. Notify SafeWork SA of a “Notifiable Incident” (fatalities, serious injuries and illnesses, and 
dangerous incidents) that arise out of the conduct of the Anglican Diocese of Adelaide as soon 
as you become aware of the incident.  

b. The notification to SafeWork SA must be by the fastest available means and can be made 
electronically (https://www.safework.sa.gov.au/notify/workplace-incident).  

c. The person with management or control of a workplace must, so far as is reasonably 
practicable, preserve the incident site until an inspector attends the site, or directs otherwise. 
You may disturb the site to move a deceased person, assist an injured person, make the site 
safe, or assist with a police investigation.  



Procedures under the WHS Policy v2.0 Approved by Diocesan Council 12/03/2025  
 

4 

d. If someone suffers an injury or illness where workers’ compensation is, or may be, payable then 
appropriate notification must be made to Return to Work SA – for more information visit 
https://www.rtwsa.com/  
 

5.3   Reporting other Accidents or Incidents 
Where an accident or incident occurs that is not a “Notifiable Incident”, the relevant manager needs 
to complete and sign the Incident Investigation form WHS Form 1 and return it to the Synod 
Operations Officer. 
5.4   Record Keeping 
A record of a Notifiable Incident is required to be kept for five years from the day the notice. 
6. Inspections 
 

i. Regular internal inspections should be conducted and the reports sent to the Synod 
Operations Officer. It may be beneficial to have the inspections undertaken by different 
people on each occasion. 

ii. The Workplace Inspection Checklist and the Activity and Event Checklist for Parishes may 
assist parishes and other workplaces within Synod (i.e. Diocesan Office, Cemeteries and 
St Barnabas College)   

7. Preventive Risk Management Approach 
The Synod will take a preventive risk management approach to WHS by:  

i. Establishing and maintaining a risk management process in relation to workplace 
equipment, materials and substances, and tasks undertaken at the workplace,  

ii. Providing adequate training and instruction to all workers as necessary, and to equip them 
with the knowledge and skills necessary to meet their WHS responsibilities. 

 

8. Proactive Injury and Illness Management Approach  
 

The Synod will proactively manage work related injuries and illnesses by:  
i. Systematically reporting, recording and investigating all hazards and incidents,  

ii. Encouraging the earliest possible safe return to work of injured workers, using accredited 
advisors, and positive return to work strategies with the affected worker,  

iii. Investigating the cause of workplace injury or illness and taking steps to prevent or reduce 
the risk of any recurrence of that injury or illness. 

9. Health and Safety Rules  
 

1. All workers and volunteers have a work health and safety duty to take reasonable care for their 
own health and safety, and for the health and safety of others in the workplace.  

2. All workers and volunteers have an obligation under the Work Health and Safety Act 2012 to 
comply with any reasonable instruction provided by the Parish or Diocese and follow all 
applicable Anglican Diocese of Adelaide Policies and Procedures  

3. No smoking in the workplace.  
4. No alcohol or drugs in the workplace, unless authorised by the Parish or Diocese.  
5. Know and observe all Health and Safety Rules.  
6. Know and observe details of emergency response and evacuation plans. 
7. All work involving heights, electrical equipment, lifting, handling of chemicals, or asbestos must 

have the permission of Parish Council, the delegated WHS “officer” or WHS coordinator before 
commencement.  

8. Report all potential hazards or accidents and incidents to the Synod Operations Officer / Synod 
Operations Manager. 

9. Report all Notifiable Incidents to the Synod Operations Officer / Synod Operations Manager as 
soon as you are aware of the incident, and it is safe to do so. If you are unsure if the incident 
constitutes Notifiable Incident, please contact the Synod operations Officer / Synod Operations 
Manager. 

10. Always keep workplace neat and tidy.  
11. If required to lift any items likely to cause injury, seek assistance before proceeding.  


