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Occupational Health & Safety

Thorium Films recognises its responsibility to provide a safe and healthy work environment for employees, contractors, customers and visitors, in accordance with the Victorian Occupational Health and Safety Act (1985) / NSW Occupational Health and Safety Act (2001).  This commitment extends to ensuring the organisation's operations do not place the local community at risk of injury or illness. 

Per policy:

Thorium Films places the highest emphasis on Occupational Health & Safety (OHS) in conducting its daily business. The company is committed to the risk management process and shall, so far as is reasonably practicable provide a hazard free workplace. 


The company aims to protect the health and safety of its employees, suppliers, customers and others who may be affected by its activities. You are urged to act immediately about any noncompliance with safety standards. Please ensure you raise any concerns you may have with management. 

The Company believes this key objective will benefit all people involved in Group activities and it will only be achieved through the constant promotion and improvement of safe working practices, control of hazards, safety awareness and commitment to safety on the part of each and every person involved including that of our contractors. 

To achieve these objectives, Thorium Films will: 

· Ensure safety practices and procedures are adequate, implemented and maintained throughout the Company. These are to be relevant to the operational activity, comply with statutory requirements, industry standards and guidelines and promote the involvement of all personnel in the maintenance of a safe working environment.
· Provide the training, instruction and supervision, dissemination of information and necessary resources to support OHS in the various areas of Company activity.

· Promote the involvement of all stakeholders in ongoing consultation and communication to support and seek continuous improvement in OHS management. 
· Ensure the establishment of measurable objectives and targets for OHS to ensure continuous improvement and include ongoing monitoring, auditing and review of our management systems.
· Ensure appropriate procedures are maintained for the reporting, investigation and review of all safety incidents and situations likely to be hazardous to a safe working environment. 
· Ensure that all employees, contractors, customers, visitors and the public understand their obligations with respect to Occupational Health and Safety. 
Thorium Films recognises that management have the overall responsibility to ensure a safe workplace is provided.  They will be accountable for implementing the policy in their area. 
These responsibilities will broadly encompass and be met by:

· Providing supervision to ensure workplaces are in a safe condition "as far as practicable"

· Ensuring compliance with legislation and all OHS polices and procedures are implemented 

· Providing the resources to meet their OHS commitment

· Providing instruction and training to ensure employees, contactors and customer can undertake workplace activities safely

Thorium Films expects employees, contractors and customers to:

· Follow all OHS policies and procedures

· Report all hazards 
· Protect their own health and safety and that of fellow employees 

· Participate in OHS training, programs and meetings as required 

HEALTH & SAFETY CONSULTATION

In accordance with legislative requirements, employers are required to consult with employees in their workplace particularly when new policies and / or the installation of new equipment / work procedures are being introduced in the workplace which may affect the health and safety of its employees. As a result, health and safety representatives and employees alike must be involved in any workplace change.  

HEALTH & SAFETY ISSUE RESOLUTION 

As part of the communication / consultative process, all employees are advised that they have the right to refuse to perform unsafe work practices, which they genuinely believe involves an unacceptable risk to their health or safety.  
Where an employee identifies a general health and safety issue they should raise it with their immediate supervisor for review.

Where the issue concerns work which involves an immediate threat to your health and safety, staff are advised to contact the Company Secretary immediately.    

Under Thorium Films policy where an issue or an immediate threat remains unresolved, the assistance of a WorkCover inspector may be requested through the Directors. 

SAFETY RULES

These basic health and safety rules apply equally to every employee of Thorium Films and breach of one of these rules may result in serious injury of one or several people.  Therefore, each supervisor has the duty and authority to take appropriate disciplinary action after any deliberate violation of any of these rules.

  1.
Know and Observe the Health and Safety Rules at your Workplace

Each workplace has its own operating rules and procedures in addition to these basic health and safety rules.  Employees must be aware of, and follow, these safety rules when doing their job.

2.  
Observe all Warning Signs and Danger Tags.

A warning sign or danger tags are designed to:

· Prohibit or limit (eg. No smoking, speed limit etc.)

· Warn of hazards (eg. danger scaffold incomplete, Do Not Use, Out of Order etc.)

· Advise (eg. emergency information signs, Hearing Protection to be Worn etc.)  

Danger tags MUST NOT be removed by an unauthorised person.

Safety signs perform a very important role in ensuring workplace safety. Make sure you Obey and Preserve them. Also you are expected to erect appropriate signs when you identify hazards.
Safety signage in the workplace MUST be adhered to.

3.
Take Care When Working With Plant & Equipment

Guarding on plant and equipment prevents hands and feet from coming into contact with moving machinery parts to ensure your protection from recognised hazards.  Not all plant & equipment can be guarded BUT do not remove or override any existing guarding on machinery, which is energised.  IT IS ILLEGAL TO DO SO.

This rule is necessary to protect everyone.  

Ensure that the isolation procedures and any ‘lock-out’ and ‘tag out’ which may exist at the workplace are followed when operating or carrying out maintenance on plant / equipment.  

When working with machinery be mindful of any area where you may get caught in the machine. If you recognise such a circumstance where this could happen communicate the hazards to your workplace supervisor to initiate a remedy.

When using tools, you must ensure that you are fully trained and competent in their use and understand the dangers of misusing the equipment. Also remember - DO NOT use faulty tools.
  4.
No Smoking on the Job.

Smoking can initiate a number of hazards at the workplace, including fire, and potential health problems.  It also is a source of distraction where errors can be made in work processes.  
Smoking should be confined to designated areas as specified at the worksite during scheduled rest breaks.
  5.
No Horseplay (mucking around).

Serious injuries and incidents can and often do result from horseplay or practical jokes. 
YOU MUST BE AWARE OF THE CONSEQUENCES OF YOUR ACTIONS AND HOW THEY MAY AFFECT SOMEONE ELSE’S HEALTH & SAFETY.

Horseplay sometimes involves equipment at the workplace which may never have been designed for the uses it has been put to and serious accidents may result.  
Section 25, of the Occupational Health and Safety 1985, require that all employees take ‘reasonable care’ for his or her own health and safety and for the health and safety of anyone else who may be affected by his or her own acts or omissions.
  6.
Use Safety Glasses and Other Protective Equipment Where Required.

Every employee owes it to themself, their family and the company to use and properly care for the personal protective equipment provided for on-the-job use. 

Employees also have a duty to do so under Section 25 (2) of the OHS Act 1985.  YOU ARE OBLIGATED TO WEAR PPE AT ALL TIMES IN A WORKPLACE THAT REQUIRES IT.  Problems or issues with any item of PPE must be reported the manager. 

  7.
Observe Emergency Facilities and Procedures.

The individual emergency procedures at the workplace should be learnt and followed automatically when an emergency of any kind arises.  Employees should actively seek involvement in emergency awareness training and instruction at the workplace.

Emergencies may include but not be restricted to Fire, Bomb Threats, Serious accidents / injuries in the workplace, Chemical Spills and / or Gas Leaks.

8.   
Take Fire Safety Precautions.

Housekeeping involves keeping the worksite free of fire hazards by ensuring work areas are kept tidy, that open flames and other ignition sources are used under controlled conditions and that aisleways, fire escapes and fire extinguishers are kept free from obstructions.

Staff are advised to become familiar with the Emergency Evacuation Procedures within the workplace and move to the designated assembly area immediately if the alarm sounds to await further direction. 

9.  Store and Use Flammable Liquids Correctly

When using flammable liquids observe correct handling procedures and any other activities occurring in the area, which may present a high risk of ignition or explosion.  After using flammable liquids, facilities must be cleaned out so to avoid any ongoing flammable vapours being released.  Flammable liquids should be stored in Australian Standards approved flameproof cabinets and flammable stores as outlined in AS1940 on Bulk Flammable and Combustible Liquid Storage.
10.
Obtain Licences and Certification when using Industrial Equipment.

Never use any plant / equipment until you’ve been instructed and trained in its use. 

The highest level of industrial facilities in Victoria can be attributed to forklift activities.  Forklift drivers MUST be licensed.

Prior to using industrial equipment, which requires licensing, and/or operator certification, obtain such licences or learners permits and observe correct and safe operating procedures whilst using this equipment. 
11.
Avoid Direct exposure with Hazardous Chemicals.

Workers exposed to dangerous chemicals should seek to avoid them by firstly seeking out alternatives to using chemicals (i.e. instead of using toxic adhesive glue, attempt to attach it by some other means).  Alternatively, substitute the chemical for one less hazardous if possible.  Chemicals MUST NOT be decanted into other containers.   Containers must be clearly marked and in good condition with no evidence of leaks / spills.

Failing this, protective equipment must be worn, i.e. respirators, gloves, other clothing as required.  All chemical safety procedures as outlined at the worksite MUST be followed.

12.
Observe Lifting Load Limitation and Occupational Overuse Risks.

(A)  Manual Handling
The manual handling of excessive loads should be avoided.  Instead, load shifting equipment should be used where possible.  Such equipment includes forklifts, overhead hoists, scissor lift trolleys etc.  Where physical handling needs to occur, the job should be sized up.  Where possible heavy loads should involve a team lift (with more than one person to assist with the lift).  When one person is to do the job, the lift should be carried out by bringing the load as close as possible to the body, getting a good grip on the item and using the leg muscles to carry out the lift.  
Employees are encouraged to lift within their own capacity and bend their knees when lifting or putting down a load to avoid the straining of muscles and risk of injury. The Manual Handling Regulations and Code of Practice 2000 set out the risk identification, assessment and control methods for manual handling tasks. Load shifting equipment (eg. trolleys etc.) should be used wherever possible.

When moving a load, DO NOT TWIST OR BEND SIDEWAYS – move your feet to change direction, NOT your body.

(B)  Occupational Overuse Syndrome
Under the above regulations an Occupational Overuse Syndrome Code of Practice 1992 has been established to provide guidelines on the detection and control of tasks, which may lead to Occupational Overuse Syndrome (OOS).  OOS occurs where repetitive, usually short cycled operations occur which involve the smaller muscle groups in the arms.  This can occur through such activities as kitchen work, typing, writing, or continuous use of hand tools.  
Work should be arranged so as to avoid continuous short cycled use of fingers and arms if possible. Other tasks should be included in work routines to break up the job and rest small muscle groups.  The work environment should be organised so that arms and hands are working in their neutral position (as at resting level).  Employees should not be working with arms raised in the air for long periods of time.
(C)  Ergonomics
Ergonomics is often referred to as human engineering or human factors.  It is the study of human performance at work.  It aims to promote the safety and efficiency of the worker by the study of his capabilities and limitations in relation to the work system, machine or task and in relation to the physical, psychological and social environment in which he works.  
Many factors determine a workers capacity to perform work including; Genetics, age, sex, fitness level, training/skill level & health status.  Workplaces that are not ergonomically sound will have safety problems, are usually less efficient and lead to health problems or workers.

13.
Take Precautions for Outdoor Safety.
Personal protective equipment forms a barrier between the person and the immediate hazard.  Out door workers shall ensure that they have adequate personal protective equipment such as reflective vests where traffic exists at the immediate worksite.  

Protective equipment should also be considered for protection from the elements all year around.    Skin cancer risk should be avoided by wearing of appropriate clothing, wide brimmed hats and the application of 30+ sunscreen to exposed surfaces of skin between the months of September – April in particular.  
The wearing of singlet tops, footy shorts and baseball caps will be seen as a breach of Thorium Films’s Code of Conduct and could incur a warning being issued. 
  14.
Avoid Excessive Noise Exposures.

The Occupational Health and Safety (Noise) Regulations 1992 require noise exposure to be below 85dB(A) over an 8 hour period.  In areas where required at a worksite, hearing protection must be worn.  Where hearing protection is required, employees must undergo an audiometric test every two years to monitor any hearing loss incurred.  

85dB(A) equates to the level of noise you may hear in a noisy factory, a busy school cafeteria with untreated floor surfaces or a noisy urban street.  This level is considered to be very noisy.  If you feel you may have a noise above 85dB(A) within your workplace report it to your Manager.

A daily noise dose is cumulative. Band music would typically reach a level of between 120-130dB(A), which for any length of time beyond 30 seconds would be beyond the daily noise dose. Noise induced hearing loss is becoming an area of concern to employers where pre employment screening is occurring.  Industrial hearing loss can make you less employable, so you MUST protect your hearing. Control measures should first seek to reduce the noise by eliminating or damping it at the source.  This may reduce the noise to a level where hearing protection is not required.  Failing this, hearing protection must be worn.  The rating of the earmuff or earplug should match the degree of noise attenuation required.

E.P.A (Environmental Protection Authority) Restrictions mean that there can be no noise BEFORE    7am Weekdays and / or 8am on Weekends.

 15.
Beware of electrical Hazards.

There are no second chances with electricity.  Only qualified electricians are permitted to repair or adjust electrical fittings.


Every electric supply to which portable equipment or tools could be connected or which supplies power to such through flexible cords should incorporate:

· Earth leakage devices / residual current devices so as to protect persons who may come into contact with the portable equipment of tools against shock.

· Temporary electrical supply switchboards should be of substantial construction and not affected by weather, and incorporate a stand for cables and flexible cords.

· When working do not use damaged power points or frayed light fixtures.

· Do not piggyback adaptors out of one power point.

· Do not attempt to fix fuses.

· Be mindful of housekeeping – ie. Keep power leads / tools out of water or away from sharp objects, off the ground etc.  as heavy equipment which may damage cords.

· Do not use unearthed equipment.

· Ensure all power tools, leads and equipment are in good working order.

· Power leads / tools are tagged every 3 months. 

· ONLY use industrial standard multi-plug portable outlet devices.

· Do not use metal ladders for electrical work.

· Maximum heavy duty lead length should be no longer than 35m.

· Observe ‘NO GO ZONES for Overhead Powerlines’ from Worksafe.

All electrical shocks MUST be reported to your Manager.

16.
Work Securely on Roofs and Work Platforms.
The biggest danger of working at height is the risk of falling.  ALL WORK SHOULD BE CARRIED OUT AT GROUND LEVEL WHEREVER POSSIBLE.

Under the Occupational Health and Safety Regulations, specific rules apply to working above ground level.

People who perform rigging or dogging work, operate cranes, hoists or elevating work platforms are required to hold certificates of competency.

DO NOT work on roofs when or if rain is imminent.

LADDERS:

You must observe the following rules when working with ladders. Established in conjunction with Australian Standards (AS 1892.1 Portable Ladders).

YOU MUST:

· Make sure the ladder is not damaged in any way and always work facing the ladder.

· Only use ladders for access -  eg. mobile platforms/scaffolding for heavy or lengthy work.

· One person should hold the ladder while the other climbs

· Make sure the ladder is lashed and secured at all times and have both hands free to climb
· Carry tolls in a tool belt or lift them up by rope DO NOT CARRY TOOLS UP THE LADDER

· Ensure that stepladders are FULLY open  when in use

· NEVER stand on the top rung of a ladder – keep your feet at least 900mm below the top of the ladder (eg. 3rd rung).

· Ensure the ladder is used at a slope / angle of no greater than four in one  

· Ensure the footing is firm and level.

· Never use ladders for extended periods and DO NOT work above others
· Do Not use step ladder near openings or open floor edges.
19.
Confined Spaces
A confined space is:

· Any space where there maybe fumes that could damage your health

· Any space where the air may not have enough oxygen to breathe normally

· Any space or area within the workplace that is not normally / typical of the usual workplace

· Any space that has restricted means for entry or exit

Confined spaces may include but not be limited to storage tanks, open topped spaces such as pits and wells, silos on farms, underground tanks, pipes etc. This work requires specialised training. There are specialised legal standards and regulations to be followed, including a Confined Space Entry Permit being required before entry is undertaken.

ONLY QUALIFIED PERSONNEL ARE PERMITTED TO ENTER A CONFINED SPACE.
20. 
Work Method Statements / Job Safety Analysis 
Where significant / high risk hazards exist in the workplace, work method statements / Job Safety Analysis should be agreed between employers and employees BEFORE STARTING WORK. 

Employees MUST follow work method statements / JSAs. Employers MUST SUPERVISE employees to ensure compliance with the work method statements / JSAs.
Example:
	JOB SAFETY ANALYSIS WORKSHEET

Name of Production:  ____________________________________________________

Workplace Address: ____________________________________________________

Overall Task:

WORKING AT HEIGHTS
ACTIVITY
            HAZARDS
        RISK CONTROLS
            RESPONSIBLE



                                                                                               PERSON

Training
         Untrained workers     Provide Co. induction             Principal / 



 
NOT aware of                                                              Contractor

                          hazards

Temporary access

To heights
              Fall from ladder        Industrial ladder up to 6m          Contractor     







            Ladder at 4:1 pitch







Ladder extend 900mm+





                        Access tower to be used





                        Above 6m

Working at heights     Fall from work        Work from safe work platform         Contractor     

Over 2m

   platform
              Fall protection > 2m






              Roof guardrails in place




                                      Non slip footwear




                                     DO NOT climb out of   







 Elevated work platform
   



                                                 Safety harness to be worn

Working from ladders       Fall                     Insulated ladders

              Contractor

                                                             Only light duties







  Secure ladder 
 

Working with electrical    Electrocution      Equip. checked 
                        Contractor     

Power tools              


  every 3 months







  Earth leakage

Manual Handling           Sprains / strains        Team lift                                    Contractor


                                                            Trolley

                                                                        Lift within own capacity     

SIGNED:  




     DATE:




Handling Infectious Materials

Infectious Material in the workplace could include human or animal blood and bodily fluids, contaminated water etc. which may carry viruses & disease should they enter the body of another.  Therefore precautions to avoid exposure need to be taken as follows:

1)
Cover all open cuts and sores with non-porous waterproof dressings.

2)
Wear gloves whenever there is a risk of handling infectious material.

3)
If employee is pricked by a used needle or blade, gentle pressure should be applied to 
the wound using a clean thick cloth.  Wherever possible have the injured person do 
this himself or herself.  Gloves should be worn if assisting an injured person.


Employees should take care to prevent blood coming into contact with their own broken skin or mucous membranes.  (eg. eyes)


 If the employee’s hands become contaminated with blood and body substances they should wash their hands immediately.  The offending article should be placed in a bag and given to the supervisor.

4)
Carefully mop up spilled blood and body substances with absorbent material such as 
paper, cloth rags or saw dust.  Blood soaked material should be placed in a plastic 
bag and disposed of appropriately.  

5)
Non-disposable soiled equipment should be cleaned and if necessary, sterilised or disinfected. This includes any contaminated tools or equipment as well as the work area.

6)
Soiled clothing should be removed as soon as possible, placed in a leak proof bag for rinsing in cold water and washing in a hot cycle with detergent.

7)
Hands should be washed with soap and water as soon as possible after assisting an employee with a needle stick or blade injury.

8)
All accidents including needle stick injuries attended by a first aid officer should be referred on to the manager.

9)
All accidents attended by a first aider should be documented.

10)
Management at Thorium Films will assist in referring injured worker to appropriate medical and allied personnel.

Drugs / Alcohol Dependence

Thorium Films is committed to reduce the level of sickness and absence due to alcohol and drug related problems, and to provide a safe and healthy working environment.

Thorium Films recognises that a wide range of work related and personal factors may affect employee’s health.  The focus of concern is on how these factors may affect the health, work satisfaction and work performance of the employee

Job performance difficulties may arise through a whole range of behavioural problems, the most significant of which is alcohol and drug abuse.

EMPLOYEES MUST NOT:

· Go to work or present at Trade School under the influence of alcohol or drugs

· Take alcohol or drugs into their place of work or Trade School.

 Definitions

For the purpose of the Company’s policy, alcoholism is defined as:


“The habitual and uncontrollable drinking of intoxicating liquor by an employee 
whereby the employee’s ability to perform their duties is impaired, attendance at
work is interfered with, or they endanger the safety of others.”

And drug dependence is defined as:


“The habitual taking of drugs by an employee, other than drugs prescribed as 
medication, whereby the employee’s ability to perform their duties is impaired or 
attendance at work is interfered with, or they endanger the safety of others.

Policy

Thorium Films is committed to providing a safe and healthy working environment. This policy applies to all employees, contractors employed by Thorium Films, contractors in charge of Thorium Films equipment, and any visitors to Company sites. 
The Company will assist and support if appropriate its businesses establishing and implementing their own Drugs and Alcohol program by means of advice and training. 
The Company regards an individual’s dependence of alcohol or other drugs as an illness, which responds to treatment. The same provisions and allowances for treatment will be made by the company as for any other illness.
The decision to drink or to take drugs socially is the right of the individual.  The company becomes concerned when the effects of these interfere with job performance and/or with safety.


The key points of this policy are that: 
· The possession, soliciting, selling, distribution or consumption of illicit or non-prescribed drugs is prohibited; 

· Employees must not be under the influence of illicit, prescribed, or non-prescribed drugs or alcohol to a level where it could risk injury, to any person including the user, or contradicts any statutory requirement. Whilst this applies to any activity, it particularly applies where employees are required to operate vehicles or equipment, or work within the proximity of operating vehicles or machinery; 

· The consumption of alcohol is prohibited in vehicles or within any company operational area; 

· When Company hosted social and business functions are held the consumption of non-alcoholic and low alcohol beverages will be encouraged. 

The company will: 

· At the request of any employee provide reasonable assistance including a structured rehabilitation program without any fear of reprisal to the individual;

· Provide appropriate awareness and or training programs to employees on the effects of drugs & alcohol;

· Encourage, in consultation with employees and others, at nominated workplaces, random drug and alcohol testing. The company reserves the right to conduct drug and alcohol testing of those involved in a workplace incident or accident; 

· Reserve the right to discipline any employee whom breaches this policy or any statutory requirements. 

Directors, and Managers of Thorium Films are responsible for ensuring adherence to this policy. 

These policies are administered by:
· Employees requiring time off work in order to resolve an alcohol or drug problem 
may use existing sick leave entitlements.  Any rehabilitative treatment for alcohol or drug abuse will be considered as normal sick leave.

· Should no sick leave be available, consideration will be given to advancement of leave i.e. (sick, annual or long service leave) in order to see that an employee is not disadvantaged financially and that his/her family does not suffer as a consequence.

· This policy stresses that employer assistance is dependent upon the employee being able to demonstrate a willingness to help him/herself.

· Assistance is available from the local Community Health Centre.

· The cost of treatment will be borne by the employee although in general such treatment is free in some government centres or otherwise mainly recoverable from the usual medical benefit schemes.

· Thorium Films will provide a non-threatening environment for discussion to take place, with the aim of all concerned being to alleviate the problem.  All discussions are confidential.

· Where an employee refuses assistance of treatment and the work performance remains unsatisfactory, disciplinary procedures will apply meaning that the employee could be suspended or the employment terminated.
EQUAL OPPORTUNITY & ANTI- DISCRIMINATION - STATEMENT
Thorium Films is committed to providing a workplace free of all forms of discrimination and harassment including bullying.  It aims for equality of opportunity for all employees – both permanent and temporary – and is consistent with our policy of merit-based selection and promotion.  By effectively implementing our Equal Employment Opportunity (EEO) Policy we will attract talented people and use their abilities to maximum advantage for both the organisation and the employee alike.

Quality EEO programs are increasingly part of what best-practice companies do to ensure the maximum contribution from their people by managing diversity effectively.  Thorium Films seeks to make this best practice approach an integral part of our organizations culture.

Discrimination and Harassment are not only unacceptable it is unlawful pursuant to state legislation (Victorian Equal Opportunity Act 1995) and federal legislation (Sex Discrimination Act, 1984; Racial Discrimination Act 1975; Disability Discrimination Act 1992; Human Rights and Equal Opportunity Commission Act 1986) and various Occupational Health & Safety legislation.

It is the responsibility of management to provide a working environment free from discrimination, harassment and bullying.  Thorium Films will take all practicable steps to ensure our clients provide a similar working environment.    

In addition, Management and their delegates are to ensure all complaints are treated confidentially, seriously and sympathetically. Relevant disciplinary action will be taken against anyone found to have breached this policy. 

No employee will be penalized or disadvantaged as a result of raising concerns or complaints relating to discrimination or harassment.

What is Discrimination?

Unlawful discrimination occurs when a person considers they have been treated less favorably owing to an attribute when compared with a person not of that attribute. Protected attributes in Victoria include:

· Age

· Disability/impairment

· Industrial activity/inactivity

· Lawful sexual activity

· Gender identity

· Marital status, including defacto

· Physical features

· Political belief or activity

· Pregnancy/breastfeeding

· Race

· Religious belief or activity

· Sex

· Status as a parent or carer

· Personal association with someone of the above attributes

· Irrelevant criminal conviction

What is Harassment?

Harassment is any unwanted behavior and can take many forms.  It may involve inappropriate actions, behavior, comments or physical contact that is objectionable or causes offence.  Unlawful harassment may relate to any of the attributes protected in various equal opportunity legislation mentioned on page 2.

It is important to note that it is irrelevant at law as to whether or not the inappropriate behavior was intended.  It is also important to understand that it is the person being subjected to the behavior, who determines whether the behavior is welcome or unwelcome.  In Victoria, co-workers can be named sole respondents in cases of alleged sexual harassment.

Harassment can be initiated by any Male or Female towards any other Male or Female

Harassment may be seen to have occurred if the behavior makes the victim feel:

· Offended and humiliated;

· Intimidated or frightened; and/or

· Uncomfortable at work

What is Sexual Harassment?

Sexual harassment occurs when a person makes an unwelcome sexual advance, or an unwelcome request for sexual favors to another person, or engages in any other unwelcome conduct of a sexual nature in relation to another person.
It has nothing to do with mutual attraction or private, consenting friendships whether sexual or otherwise.

Sexual harassment is not gender specific and typical stereotypes do not apply.

Some examples of sexual harassment include:

· Persistent, unwelcome demands or even subtle pressures for sexual favors or outings;

· Leering, patting, pinching, touching or unnecessary familiarity;

· Offensive comments on physical appearance, dress or private life; and

· The public display of pornography (especially when it is directed at particular individuals) ranging from material that might be considered mildly erotic through to material that is sexually explicit.

This company recognizes that comments and behavior which do not offend one person can offend another. The Management/Board accepts that individuals may react differently and expects this right to be generally respected.

What is bullying?

Workplace bullying is repeated, unreasonable behaviour directed toward an employee, or group of employees, that creates a risk to health and safety. Bullying can be physical and/or verbal in nature.

What is Victimisation?

Victimisation is seen to occur when someone who has raised an equal opportunity complaint and /or issues affecting the workplace, suffers a negative consequence as a result of raising that concern.

What can you do if you are being discriminated against?

If you consider you have been discriminated against, raise your concerns with your manager / supervisor or EEO Officer.  These people should be in a position to give you the rationale behind any decision, which may have caused you to feel disadvantaged.

What can you do if you are being harassed or bullied?

· Do not ignore the harassment (ignoring the behavior could be taken as tacit consent) Notes of harassment incidents, dates, etc. may be beneficial for reports at a later date.

· Inform the offender that the behavior is offensive and unacceptable and against company policy (Use “I” statements-e.g.I feel embarrassed when----------

· Seek assistance in having the behaviour stopped.  This may include making a report or a complaint to your Manager/Supervisor or EEO Officer.

Who can assist you in Making a Report or Complaint?

If you feel that you are unable to resolve the matter yourself, the following people will be able to assist you:

Your Manager 

Or

Company Secretary

Thorium Films Pty Limited, 
PO Box 6316 
POINT COOK VIC 3030

In addition to the Management of this company, you may approach the Equal Opportunity Commission for independent advice at any time by directing enquires/complaints to:

Enquiries Officer

Equal Opportunity Commission

3rd Floor

380 Lonsdale Street

MELBOURNE  VIC  3000

Phone:  (03) 9281 7100

Country calls 1800 134 142

What will happen if you make a Complaint or Report?

Any complaints or reports of discrimination, harassment or bullying will be treated quickly, seriously and sympathetically.  They will be investigated thoroughly, impartially and confidentially.  Managers, supervising consultants and the harassment program staff must act immediately on any reports of harassment.  Employee will not be disadvantaged in their employment conditions or opportunities as a result of lodging a complaint.

What will happen to the person against whom you have made a Complaint?

Where complaints of discrimination have been substantiated, appropriate disciplinary action will apply.   Serious breaches of the policy will lead to termination of employment.

Similarly, action where necessary will be taken against anyone including employees or independent contractors, who have been found to have harassed a co-worker, or any other person during the course of their employment.

All parties involved in a complaint have the option of accessing personal counselling via the organization’s EAP (if applicable).

Our Commitment

We place great emphasis on attracting and rewarding the best people.  We are committed to providing an environment, which is safe and free of harassment and others with whom we associate at work.

This EEO, Harassment and Bullying statement has the full support and commitment of the Management and Board.

Please help us to help you by giving your support in monitoring and avoiding practices, attitudes and traditions, which lead to harassment.

Housekeeping

Good housekeeping means good business and to achieve this, the following points are important:

· Orderliness.

· Keeping all things in their proper places.

· Keeping walkways clear for safe movement of materials and people.

· Keeping floors and stairways clear and uncluttered to prevent slips and falls.

· Keeping your work area orderly so that:-

When workers know where everything is, they can do their job as it should be done efficiently and safely.

· Keeping fire fighting and emergency equipment such as:

· Extinguishers

· Hose Reels

· Sprinklers

· Stretchers

· First Aid Equipment unobstructed and ready for use.

· Keeping doorways clear for proper access and egress in CASE OF FIRE.

· Under no circumstances should materials or equipment be stored in stairways.

Good housekeeping also means:

· Not allowing accumulation of rubbish or dirt and scraps

· Maintaining stairs or floors with even surfaces

· Replacing broken or badly worn flooring

· Not allowing materials to be dangerously stacked

· Rectifying leaking of oil, water or chemicals.

Dangerous Hazards and Situations

Many dangerous situations can arise on the job.  Loose ground near embankments, slippery or rough ground under foot, projecting nails, moving vehicles, chemical hazards, poor visibility and poor ventilation are examples.  Be aware that housekeeping covers many aspects of your work environment. 

A job is never finished until the area is cleaned up.

Reporting Accidents

In order for Thorium Films to meet its obligations under the Occupational Health and Safety Act 1985 and the Workers’ Compensation Act 1985, accident reporting processes are implemented for notification of injuries and reporting of accidents to the Authorities required.

Each employee is to report their injury to their manager immediately to fill out the register of injury.

First aid providers are required t keep a record of the aid or treatment they have provided.  The Directors will organise an accident investigation report. Injuries that require time off work or incur medical costs MUST be reported to your manager, as a Work Cover Claim Form for compensation will need to be filled in. 

There are three basic ways employees are required to report injuries.

These are:-

(i)
a register of injuries

(ii)
Worcover claim for Compensation (minor claim copy) Form.

(iii)
The first aider should keep a keep a record of First Aid treatment given.

NOTICE OF ACCIDENTS

It is a legal requirement under the Occupational Health and Safety (Incident Notification) Regulations - 1997, for employers to notify the Victorian WorkCover Authority of certain accidents or incidents in the workplace.

Notification is required immediately where an incident at a workplace or equipment site results in death or specified serious injury.  Notifiable incidents listed below have to be reported to Workcover within 24 hours.

Specified serious injuries include if an injured person requires:

· medical treatment within 48 hours of being exposed to a substance (chemical / biological)
· immediate hospital treatment as an in-patient and/or

· immediate medical treatment for

* amputation or serious laceration

* serious head or eye injury

* separation of skin from underlying tissue (for example de-gloving or scalping)

* electric shock

* spinal injury or loss of bodily function

Notification is also required of dangerous occurrences, which seriously endanger the lives or the health and safety of people in the immediate vicinity.  Such occurrences include:

· collapse, overturning, failure or malfunction of, or damage to, certain items of plant

· collapse or failure of an excavation or the shoring support of an excavation

· collapse of part of a building or structure

· implosion, explosion or fire

· escape, spillage or leakage of substances

· the fall or release from a height or any plant, object or substance

Written notification of the incident must be notified to WorkCover within 48 hours.

VICTORIAN CODES OF PRACTICE

· Building and Construction Workplaces (October 1990)

· Confined Spaces (1996)

· Demolition (October 1991)

· First Aid In The Workplace (June 1995)

· Foundaries (June 1988)

· Lead  (June 2000)

· Manual Handling (April 2000)

· Noise (January 2004)

· Plant (July 1995)

· Provision of Occupational Health and Safety Information in Language 


other than English (October 1992)

· Safe use of Cranes in the Building and Construction Industry (March 1990)

· Prevention of Falls in Housing Construction & General Construction ( 2 Codes of Practice) (March 2004)

· Safety in Forest Operations  (March 1990)

· Safety Precautions in Trenching Operations (September 1988)

· Industry Standard - Electrical Instalments on Construction Sites (March 2002)

· Tilt up Construction  (October 1987)

· Workplaces  (July 1988)

· Demolition (Amendments No. 1)
· Safe Work on Roofs (Excluding Villa Constructions - Amendment No. 1)
· Plant (Amendments No. 1)
· Hazardous Substances (June 2000)

· Storage and Handling of Dangerous Goods (2000)

· All Codes of Practices are available from your nearest Workcover / Worksafe office 






FREE OF CHARGE

· For regulations and Acts, please contact Information Victoria on 1300 366 356
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