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INTRODUCTION 

Outlook Christian Church is considered to be a workplace under The Work Health and Safety (WHS) 
Act 2011 and Work Health and Safety Regulation 2011 (Qld) which detail the obligations of all 
persons in a workplace. The Act and Regulation are the main pieces of legislation setting out 
obligations to ensure a safe and healthy work environment. 
 
WORK HEALTH & SAFETY POLICY - STATEMENT 
The Outlook Christian Church Board recognises its moral and legal responsibility to provide a safe 

and healthy work environment for employees, voluntary workers and visitors and will endeavour to 

ensure that these people do nothing to place themselves or members of the public at risk of injury 

or illness. 

The church will endeavour to: 

• Provide a safe workplace including safe plant and systems of work 

• Ensure compliance with legislative requirements and standards 

• Provide employees, volunteers and contractors with information, instruction, training and 

supervision for their safety 

• Provide support that will assist workers in maintaining their psychological and physical 

health 

The church is responsible to: 

• Provide a safe workplace 

• To implement work health and safety policies and procedures 

• Actively promote and be involved in the implementation of those policies and procedures 

Workers (paid employees and volunteers) are responsible for: 

• Following all health and safety policies and procedures 

• Reporting all hazards identified to the member of staff responsible for Work Health & Safety 

matters 

• Complying with lawful instructions 

• Not behaving in a wilful or reckless manner that puts themselves or others at risk 

The church is committed to encouraging consultation and cooperation between pastors, church 

administrators, employees and voluntary workers. It will involve all parties in workplace changes 

likely to affect their safety, health and welfare. 

 

Approved: 

Name / role: ………………………………………………….. (Board Chairman, Outlook Christian Church) 

Date:  ………/…………/……… 
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WORK HEALTH & SAFETY POLICY - OBJECTIVES 

The Board of Outlook Christian Church will aim to: 

• Provide WHS policies and associated procedures documentation in compliance with legislative 

requirements and standards (The WHS Act 2011 and the QLS WHS Regulation 2011) 

• Provide resources to meet WHS commitments for staff, contractors and voluntary workers 

including but not limited to information, training, instruction and supervision for their safety 

• Support that assists staff and volunteers to maintain their psychological and physical health 

including emotional bullying, stress and rehabilitation from such 

• Ensure a safe environment for every person associated with Outlook Church through: 

~ Provision of personal protective equipment where necessary such as gloves and First Aid 

   Kits 

• Appoint a Work Health and Safety Co-ordinator who will answer to the Board and be responsible  

for: 

~ Review and update of Church WHS policies and procedures annually 

~ Regular organisation of appropriate risk and hazard assessments for identification,    

   documentation, control  and remedy 

~ Providing current and new workers (staff and volunteers) with information,  

    instruction and training relevant to the Church’s WHS Policies, Processes and Procedures 

~ Ensuring emergency readiness through availability of Emergency Evacuation Procedures, a  

    Safety Guide and assist in their implementation  

~ Run fire drills at least once a year 

~ Ensure the maintenance of First Aid Kits and other safety equipment 

~ Consultation and coordination of WHS matters with St Saviour’s College 

~ Communicate with the Pastor, Board and Church Members WHS Policy and procedural  

   issues, all WHS decisions and outstanding matters, problems or risks 

 

WHS SCOPE -  PROCESSES AND PROCEDURES 
A – Risk Management   D – Incident Management  G - Documentation 

B – Emergency Procedures  E – Notification   

C – First Aid    F – Training 
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CHURCH RISK MANAGEMENT 

Officers of Outlook Christian Church will adopt a risk management approach to all foreseeable 
hazards and risks that have the potential to harm the health and safety of workers, volunteers, 
visitors and all who participate in its activities. 
 
The staff and volunteers of the Church will undertake regular risk assessment as part of their site-
specific risk management program. 
 
Definition 
Hazard: A hazard is defined as anything that has the potential to cause injury or illness to an 
individual or individuals or even cause significant property damage and financial loss etc 
 
Risk: A risk is defined as the likelihood (probability) that injury or illness will occur and the potential 
consequences (severity). 
 
Risk Management: Is the term applied to the logical and systematic process of identifying, assessing, 
controlling and monitoring/evaluating risks associated with church activities so as to minimise injury 
and loss. 
 
Guidelines 
The officers of the church and the WHS Coordinator acknowledge responsibility to identify hazards 
arising from: 

a. the physical working environment and all aspects of the working premises (which includes 
the layout and condition of all buildings, motor vehicles and all other places of work); 

b. work practices and systems (including psychological hazards and fatigue related hazards); 

c. substances, equipment, machinery and appliances; 
        

• The Church Board and the WHS Coordinator acknowledge responsibility to ensure that effective 
hazard reporting procedures are implemented and are regularly evaluated. 

 

• If it is not reasonably practicable to eliminate the hazard, it is the responsibility of the Church 
Board, the WHS Coordinator and volunteers to control the risk using the following hierarchy of 
control: 

a. Minimise the risk (eg: via engineering solutions, substitution etc); 

b. Implement administrative controls (eg: training etc); 

c. Provide personal protective clothing and equipment. 
 

• Via consultation mechanisms, procedures or techniques shall be documented for all work 
practices that involve moderate or high risk. 

  

• Risk management assessment and procedures training provided to all workers (employees and 
volunteers). 
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• Through consultation all assessed risks will be reviewed: 

a. when there is evidence that the risk is no longer valid 

b. when hazard control strategies that have been put in place appear to have created 
additional risks 

c. when significant change is proposed.  
 

• All employees and volunteers are required to identify and report hazards that could harm them 
or any other persons at their place of work. 

 

• The Church Board acknowledge responsibility to eliminate any reasonably foreseeable risk to the 
health and safety of all persons.  

 
Risk Assessment Process 

The WHS Coordinator should undertake risk assessments and hazard identification on the premises. 

The Church Risk Assessment Register form (Baptist Insurance – Risk Management Guide for 

Churches pg 89-90) will be used to document the results of whole of church risk assessments. 

Following the Assessment, the Church Board and the WHS Coordinator shall take reasonable steps 

to control the risks and/or hazards.  

In addition, an Activity Risk Assessment form (Baptist Insurance – Risk Management Guide for 

Churches pg 91-92) has to be filled out and submitted to the Church admin officer at least two 

weeks prior to the event by the person in charge of organizing the event and all potential risks 

mitigated prior to the start of the event. This process is known as risk management and involves four 

steps:   

• Identify hazards – find out what could cause harm   

• Assess risks if necessary – understand the nature of the harm that could be caused by the   

  hazard, how serious the harm could be and the likelihood of it happening   

• Control risks – implement the most effective control measure that is reasonably practicable in  

  the circumstances   

• Review control measures to ensure they are working as planned. 
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RISK MANAGEMENT PROCEDURE 
 

 
 

 

 

 

 

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

  

Hazard Identified  

Hazard reported to WHSC by the worker(s)* that 

spotted the hazard. 

WHSC to conduct a Risk Assessment in consultation with key 

worker(s)*  

A solution for hazard control to be selected  

WHSC to develop a risk control plan (who, when, how, training 

etc) with short and long-term objectives (if appropriate) 

WHSC to implement risk controls, if risk associated with an 

activity cannot be mitigated, that activity has to cease. 

 

Can hazard be 

controlled at 

no cost? 

Hazard to be controlled and written report 

of the hazard to be completed by 

worker(s)* and submitted to the WHSC 

and the Church Board. 

YES 

NO 

WHSC to monitor and review outcomes 
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* noting that “worker(s)” includes Outlook Church employees and Volunteers. WHSC means Work Health and Safety 

Coordinator designated by Church Board. 

Risk Evaluation 
For every church activity, likelihood and consequences values can be determined as the intersection 

of 2 values, using the matrix below. The intersection shows the “seriousness” of each event and 

points to where action should be prioritised to either reduce the likelihood or consequences or both. 

For example, events determined to have a risk rating of “high” will require immediate action, while 

those determined to be “low” may simply be monitored.  

 

 

The following actions will be required for the different risk ratings.  

 

Risk Control Measures 
The assessment and evaluation of risks leads directly to risk remediation or the need to control risk. 

Control measures can be recorded on either the Church Risk Assessment (Register) tool or the 

Activity Risk Assessment tool. It is important to identify when and by whom chosen control 

measures are to be implemented. 

Risk treatments will depend on the underlying causes of an event and also any factors that might 

influence the proposed treatment (remediation) option chosen. In determining the mix of actions / 

controls necessary to treat risks, the following options should be considered.  
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Once it has been decided that a risk is to be treated or controlled (any of the first 3 steps above) the 

following hierarchy of control table can be used to help determine the mix of control measures that 

might be utilised in a treatment plan. Preference should be given to the types of control measures 

higher in the hierarchy eg eliminating a risk is preferable to providing a worker with Personal 

Protective Equipment 

 

Chosen risk treatment and control options should be recorded on the risk register together with 

details of who is responsible for implementation of the control and by when it is required. The 

actions and dates on the register should be used to monitor progress in implementing a more 

effective control environment. Controls in place should be reviewed at least annually to ensure that 

they remain effective in controlling risks. 
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EMERGENCY READINESS 
First Aid: First aid kits are to be located inside clearly marked points in the hall where church 

activities take place. There will be at least 1 leader holding current first aid training for each ministry 

programme.  

Fire Drills: The Outlook Church Board and the WHS Coordinator will conduct 1 emergency 

evacuation annually. The drills will aim to:   

* assess the effectiveness of its emergency procedures;  

* simulate different threat scenarios such as a bomb threat or a fire;  

Immediately after each drill, feedback will be sought from staff and these procedures will be 

reviewed in the light of this feedback. If required new procedures are then distributed and any 

alterations explained to staff.   

Transportation: In the case of an accident or critical incident and requiring to attend a medical 

centre with transport to be provided by the ministry leaders, please ensure that at least 2 adults are 

with the injured child and/or young person.   

Training: First Aid Officers are holders of first aid certificates.  

Information: Ensure that all children’s and young people’s emergency contact information is 

obtained and is available in case of an emergency, especially on any outings.  

Supervision: Ensure there is a minimum of 2 adults in attendance to supervise uninjured and injured 

children and/or young people.  

Evacuation Procedure: In the case of a critical incident that requires evacuation, be aware of and 

observe the Emergency Evacuation Procedure.  

Threat Identification: A threat that would require an evacuation is one in which the safety of the 

church community is jeopardised. Such threats may involve fire, weapons or explosives, intruder(s) 

or contamination of the immediate area with noxious or toxic fumes, or any intention to harm 

workers, volunteers or church attenders. If a bomb threat is received by telephone the following 

should occur:  

* Do not hang up the phone - the police will need to trace the call so the phone line must  

   remain open.  

* Use an alternate line or have someone else call the police on 000  

When such a threat has been identified (eg fire or bomb) or confirmed by a staff member they must 

initiate an emergency evacuation. In the case of an accident or critical incident, please complete an 

Incident Report Form and hand it to the Church Board. 
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Emergency Procedures

Be Prepared For Incidents

Emergency Contact Numbers

Information:
Collection of children's / young person's emergency information at registration.

Supervision:

Have a minimum of 2 leaders to supervise uninjured and injured children.

Notific

a

t ion:
Delegate a leader to contact parents / guardians, emergency services and other 

authorities. 

First Aid:
A leader trained in First Aid should administer First Aid utilising the First Aid kit. The person 

administering First Aid should not treat the injured party beyond their level of training.

Transportation:
Decide whether to call ambulance or whether using private means to transport injured 
party to hospital.

Closest Medical Facility:
Please note the closest Medical facility. 

Evacuation Procedure:
Where necessary, evacuate following procedure and as practiced during drills. 

Emergency Services (Fire / Ambulance / Police): 000

St Saviour's College contact - Business Manager: TBA

Toowoomba Police: (07) 4631 6333

Toowoomba Fire Station: (07) 4616 1919

Outlook Church (WHS Offic

e

r  - C.  Sal eh) :  0422 140 593

Queensland Government Poison Hotline: 13 11 26

Outlook Christian Church
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FIRST AID 

The Church Board will ensure that a First Aid Kit is available to workers and that the workers are 
aware of its location. First aid signage will indicate the location of the First Aid kit. 

Kits will be checked annually (using the First Aid Checklist) by a trained First Aid Officer to ensure 
contents are not out of date and used supplies have been replenished.  

First Aid will only be administered or dispensed by a trained First Aider.  

Record-keeping  
A record of any First Aid treatment given will be kept by the First Aider and reported to Board and 
the WHS Coordinator on a regular basis to assist reviewing First Aid arrangements. First aid 
treatment records are subject to requirements under Health Records legislation.  

The church’s First Aid procedures will be incorporated into the Emergency Planning procedures 
which will specify the role of First Aiders according to their level of qualification and competence. In 
particular, First Aiders will be instructed not to exceed their training and expertise in First Aid.  
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ACCIDENT & INCIDENT MANAGEMENT 

All accidents and incidents are to be reported to the officers of the church and investigated to 
identify cause(s). Preventative or corrective action and strategies will be implemented as soon as 
practicable following the event. The Work Health and Safety legislation imposes reporting 
obligations on notifiable incidents. 
 

Guidelines 
• All worker/volunteer/visitor accidents and incidents resulting in injury must be reported in 

writing to officers of the church.  
 

• The officers of the church will ensure that all reported Accident/Incidents are investigated as 
soon as practicable following the event.  

 

• It is the responsibility of the worker and/or volunteer to report and document all accidents or 
incidents to officers of the church.  The Accident/Incidents Report Forms will require affected 
workers to document on the form, the ways in which they feel the Accident/Incident could be 
eliminated or controlled in the future.    

 

• All workers will be taught Accident/Incident reporting as part of their annual training.  
 

• The Church Board meetings will review and analyse the Accident/Incident investigation and 
reporting system annually.  

 

• Outlook Church will keep a record of each notifiable incident for a least 5 years from the day 
that notice of the incident was given to Work Cover QLD or Work Safe QLD  
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NOTIFICATION 
The Work Health and Safety Act 2011 sets out what sort of incidents are notifiable to Work Health 
Safety Queensland. An incident is notifiable if it arises out of the conduct of the church resulting in 
death, serious injury or serious illness of a person. 

When is an injury or illness serious? 
The Work Health and Safety Act 2011 sets out that a serious injury or illness of a person is: 
An injury or illness requiring the person to have: 
 • immediate treatment as an in-patient in hospital 
 • immediate treatment for: 
  • the amputation of any part of his or her body 
  • a serious head injury 
  • a serious eye injury 
  • a serious burn 
  • the separation of his or her skin from underlying tissue (such as de-gloving or 
       scalping) 
  • a spinal injury 
  • the loss of a bodily function 
  • serious lacerations 
 • medical treatment (treatment by a doctor) within 48 hours of exposure to a substance 

The Church Board must make notification immediately after becoming aware that a notifiable 
incident arising from Church activity has occurred. 
 

NOTIFYING DETAILS OF INCIDENTS 
Notification must be by the fastest possible means. During business hours – 8am to 5pm, Monday to 
Friday (excluding public holidays) – the Church Board must notify WHSQ by one of the following 
options: 
• Phone 1300 362 128 
• complete and submit the online incident notification form 
• fax the completed online incident notification form to facsimile number (07) 3874 7730 
• email the completed online incident notification form to whsq.aaa@justice.qld.gov.au 
 
Outside of business hours: 
Phone the WHS Infoline on 1300 362 128 to be connected to WHSQ’s after-hours messaging service. 
Your notification details will be referred to a WHSQ on-call inspector who will contact you within a 
time frame that has regard to the seriousness of the incident. If you make the notification by 
telephone, written notification is required. WHSQ will provide the person notifying for the Church 
with details of the notification received. 
 
KEEPING RECORDS OF NOTIFIABLE INCIDENTS 
The Church Board will keep a record of each notifiable incident for at least 5 years from the date 
notified to WHSQ. An injury claim to Baptist Insurance is not the same as notifying WHSQ of an 
incident. Notification to WHSQ is in addition to any workers’ compensation claim made to Baptist 
Insurance. 
 

 

https://ols.workcoverqld.com.au/ols/public/incident/registration.wc
https://ols.workcoverqld.com.au/ols/public/incident/registration.wc
https://ols.workcoverqld.com.au/ols/public/incident/registration.wc
mailto:whsq.aaa@justice.qld.gov.au
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TRAINING 
The Outlook Christian Church Board is committed to providing all workers (employees and 
volunteers) with appropriate WHS training and encouraging all workers (employees and volunteers) 
once trained, to manage risks and to reduce the incidence, severity and duration of injuries from 
occurring. 
 
Under the Work Health and Safety Acts, the Outlook Christian Church Board has a primary duty of 
care to provide any information, training, instruction or supervision that is necessary to protect all 
persons from risks to their health and safety arising from work and ministry related activities carried 
out.  
 

STATEMENT 
The Church Board of the church and the WHS Coordinator acknowledge a responsibility to ensure all 
workers and volunteers have an introduction to workplace health and safety as part of their 
orientation program. Included in this training will be site-specific information on: 
 

a. Safe Work Australia Codes of Practice; 
b. Hazard reporting; 
c. Risk Assessment and Control 
d. Accident/incident reporting and investigation; 
e. Emergency procedures including fire response); 
f. Documentation 

 

ADDITIONAL CHURCH BOARD RESPONSIBILITY 
•  Review and update WHS policies and procedures every two years; 
•  Ensure adequate resources are provided for the purpose of WHS training; 

• Ensure that new members of the Board are promptly trained in this process as part of their 

induction and existing members updated annually;  

DOCUMENTATION 
Training 
Training registers will be kept as a record of the training that has been received by the Church Board 
Members and the workers (employees and volunteers). Trained workers and Church Board members 
will sign the Training Register to acknowledge receipt of training, making a commitment to comply 
with the information (policies & procedures) included in the training material.   
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