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Workplace Health and Safety, and Risk Management 
Policy 
V2.1 |Last Reviewed: 24/06/2024 

Purpose and Scope 
EnableOT has a responsibility to provide a safe environment for all our staff, volunteers, participants, support 
networks and visitors (stakeholders).  This policy sets out responsibilities and processes for the organisation, staff and 
volunteers, in actively ensuring our organisation complies with state and federal safety legislation and contributes to 
attaining a healthy, safe and environmentally sustainable workplace.  This policy relates consistently to all 
stakeholders who participate in EnableOT business operations and activities, across all work sites that EnableOT may 
operate in. 

EnableOT commits to a Risk Management process to ensure we understand the risks that we face and make informed 
decisions in managing these risks. The way in which we do this includes the following activities: 

 undertake a strong set of risk control strategies 
 reduce the likelihood and/or consequences of potential adverse events 
 maximise the results of positive events 
 provide decision-makers with information to assess risks in their business operations 
 ensure that the application of Risk Management practices adds value to the organisation 
 ensure that the organisation implements strategies that are cost effective. 

The Risk Management Policy is developed using guidelines from ISO 3100:2009 Risk Management Standard.  All of this 
means we will increase the likelihood of success in our business operations.   

 

Legislative Requirements 
Work Health and Safety Act 2011: 
The Act details the duties of a ‘person conducting a business or undertaking’ (PCBU), officers and workers as well as 
suppliers and manufactures.  In accordance with the Act, as a PCBU, the business has a primary duty of care to ensure 
workers and others are not exposed to a risk to their health and safety. 

NDIS Act 2013: 
The National Disability Insurance Scheme (NDIS) was developed to enable people with disability to live ‘an ordinary 
life’ as others in society do. The associated Act aims to provide for the National Disability Insurance Scheme in 
Australia, support the independence and social and economic participation of people with disability,  provide 
reasonable and necessary supports, including early intervention supports, for clients in the National Disability 
Insurance Scheme launch, enable people with disability to exercise choice and control in the pursuit of their goals and 
the planning and delivery of their supports, facilitate the development of a nationally consistent approach to the 
access to, and the planning and funding of, supports for people with disability, promote the provision of high quality 
and innovative supports that enable people with disability to maximise independent lifestyles and full inclusion in the 
mainstream community, raise community awareness of the issues that affect the social and economic participation of 
people with disability, and facilitate greater community inclusion of people with disability 
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Risk Management 
EnableOT is committed to the responsible identification and management of risks which may arise during the delivery 
of services and the general management of the organisation, in order to provide a working environment that is safe 
for our team members and our clients.   

Specifically, we will: 

 Following an agreed process to identify, assess and manage plausible risks as appropriate to our organisation.   
 Regular reviews of previously identified risks to improve the strategies to minimise the risk and plans for 
responding to the risk if it occurs and 

 The continuous identification of new risks and strategies to control the risks through a Dynamic Risk 
Assessment process. This process requires the EnableOT team member to be ‘activated’ into a higher state of 
anticipatory awareness of the possibilities in the environment (physical and social) that could be hazards, 
doing on-the-spot analysis of risk exposure and then controlling for hazards to bring the risk exposure down. 

 Maintenance of a Current Known Risks & Controls Register which records known risks and agreed actions to 
reduce risk exposure. 

It involves the following key steps: 

 Identifying hazards 
 Assessing the risk exposure 
 Controlling (neutralising, isolating or minimising) the hazard to bring risk exposure down to tolerable levels. 
 Making long-term system changes to prevent a repeat of risk exposure in the future. 

 

Identifying Hazards and Assessing Risk 
We regularly identify risks to our organisation and services. In doing this, our organisation takes into consideration: 

 Observations and information received at client commencement and initial engagement. 
 Results of continuous Dynamic Risk Assessments  during service delivery. 
 Staff and service user feedback and complaints  
 Staff reporting of Events of Concern in the Mobile Data App: Event of Concern Project (hereafter referred to 
as the EOC App) 

 Positive Behaviour Support Plans 
 Review of policies and procedures and processes 
 Management knowledge and understanding of service delivery and work processes. 
 Results and advice from external audits and compliance processes. 
 Information from governance, industry and funding bodies. 

 

See the section on Risk Management in our Prevention and Response to Harm Policy for the types of hazards that may 
be identified as part of this Dynamic Risk Assessment. 

We use the following matrix of ‘likelihood’ and ‘impact’ for each hazard to evaluate risk exposure. Each staff member 
carries around a paper or electronic copy for easy reference: 
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Entering the risk in the EOC App is warranted if the evaluated risk exposure is ‘high’ or above. The app 
guides internal and external actions from there.  

Controlling Hazards 
Controls are strategies ideally actioned to neutralise a presenting hazard, thereby reducing risk exposure to nothing. 
However, in the real world many hazards cannot be neutralised, and therefore need to be isolated or minimised so 
that the risk exposure becomes tolerable. 

An EnableOT team member should 
continue to work on strategies to 
control hazards until further steps 
are no longer reasonable. 

 

 

SafeWork Australia created this 
Hierarchy of Risk Control  
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There are following criteria to help judge the quality of a Hazard Control: 

 Appropriate – the correct level of control has been applied in relation to the size of the risk 
 Actionable – the right action plan has been selected for addressing the risk from immediate action require to 
wait until later 

 Achievable – the response can be fully implemented by those actively involved in the control strategy, and 
that they have the capabilities and resources to make the required response 

 Assessed – all hazard control strategies have been considered and the one selected is the one that will 
actually work the best amongst the alternatives considered 

 Agreed – all stakeholders and parties involved are in agreement on how the hazard control should work 
 Accepted – someone within the situation must be willing to take charge in the implementation of the 
strategy 

Refer to the Appendix to this policy: “How To Determine What is Reasonably Practicable to Meet and Health and 
Safety Duty”  by SafeWork Australia, May 2013. 

Making Long-term Systemic Changes 

EnableOT makes continuous improvements (documented in the Continuous Improvement Log). One of the options 
for improvement is to add a risk and its controls to the Known Risks and Controls Register. This register forms the 
backbone of our Workplace Health & Safety mechanisms, along with others listed below.  

The register covers three categories of risks: 

 Organisational – such as financial, loss of critical data, interruption to business etc. 
 Team Members – such as lone worker, home office equipment, clients, dependency on key personnel etc. 
 Clients and Supports – such as vehicle and travel, disruption to continuity of care, disasters and emergencies 
etc. 

Refer to the register for up to date risks and controls. The latest version is available to EnableOT team members on 
the resources webpage. 

 

Established Workplace, Health & Safety Mechanisms 
These are mechanisms, established as a part of continuous improvement in response to known risks, that are working 
to create a safer workplace for EnableOT team members. 

1. Known Risks and Controls Register: the backbone of EnableOT’s WH&S system. An up-to-date list of known 
(regular and plausible) risks and their controls (strategies to eliminate hazards or minimise risk to tolerable levels). 

2. Continuous Improvement Cycle and Log: the mechanism to continually improve things to make EnableOT’s systems 
as light, organic and responsive-to-need as possible. 

3. Client Support Profiles: amongst other things: 
 identifying known risks associated with a specific client and their physical/social environments, and the 
controls to minimise these. 

 Identifying client potential medical emergencies so that the stress of a plausible emergency event is reduced 

4. Mobile Data App: Event of Concern Project (aka. EOC App): the means by which all EnableOT team members can 
remain compliant with all policies and procedures relating to critical incidents and situations of harm, in a way that 
minimises their need to keep a track of details. It is the one-stop-shop mechanism for identifying, assessing, recording, 
managing, resolving and reporting incidents in a way that is compliant with mandatory requirements, and ensures no 
factors are omitted by accident. 

 5. Flic Distress Button System: a hidden alert button worn by EnableOT team members in the field that when long-
pressed activates a series of functions on the team member’s smart phone which include:  
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i. sending an SMS to the phone of multiple other EnableOT team members (including the Practice Manager and 
the Director of EnableOT). The text is phrased intentionally innocuous, but it is consistent across EnableOT 
and every team member is trained in recognising it as a distress alert. “Have you listened to the latest 
Pineapple Project Podcast). This way if the team member’s phone is being monitored by another party, they 
do not realise a distress signal has gone out. 

ii. Sending an SMS to those same people with the location of the EnableOT team member 
iii. Secretly making a automatic phonecall to EnableOT’s Emergency phone number which then forwards, in 

sequence to EnableOT’s Practice Manager, then if unanswered by her, to the Director, and if unanswered, 
each EnableOT team member in order. The call recognition number is identified as “Enable Emergency Call” 
so that the person who answers remains silent and just listens . They know who the team member is who has 
pressed the distress Flic button from the “Pineapple” text. The answering person simply listens in order to 
determine the need to call for emergency response. The team member who pressed the Flic tries to feed into 
their conversation to any others, clues for the listener to use for guiding action. For example, “Look John, I 
promised you that Enable’s management are going to call soon to answer your questions about this topic.” 
That would be a directive to the listener to hang up the call and intentionally phone in to de-escalate the 
situation by having it directed towards them on the phone. Or for example, “Look John, soon the neighbours 
are going to hear the yelling and be worried that something is happening here. They might call the police and 
then you’d be in trouble. Let’s see if we can sort this out together calmly, hey?” That would be a directive to 
the listener to call 000 and ask for the police to attend the situation. 

6. Fortnightly Supervision of Practitioners in Pairs + frequent supervision of Therapy Assistants by their supervising 
therapists: providing a safe forum for team members to let off steam and debrief about the challenges of working 
with their clients, equipping them with strategies to be effective (reducing overwhelm), and supporting each other to 
provide overlapping support to caseloads out of hours as needed. 

7. Triannual Team Retreat Weekends:  same as for (6) + the opportunity for continuous improvement cycle to be 
implemented, a platform for training, analysing risk exposure and brainstorming ideas for hazard controls, continuing 
professional development, cross-linking team member expertise. 

8. Zero Tolerance Condition of Employment: there is zero tolerance for acts of violence, neglect, exploitation and 
discrimination against each other. This is a condition of each team member’s employment 

9. Flexible Methodologies: ‘Various ways to skin a cat’ approach to documentation and management of smart devices 
so that team members can select the approach that best matches them as an individual. 

10. 24/7 Support from Director: we manage a  very high risk of providing 24/7 crisis support to our clients and have 
strong boundaries for managing this so that team members do not burnout. However, sometimes team members are 
thrust into situations beyond their ability to manage on their own. EnableOT’s Director provides support for each 
team member as needed so they are not left managing extreme situations on their own.  

 

All staff are educated and trained in each of these mechanisms. They are directed to use them to maximise their work, 
health and safety. They are corrected if discovered failing to use them for purpose.  

Where appropriate the mechanisms are tested and updated regularly. For example, the Flic buttons are tested each 
Team Retreat Weekend or more frequently to ensure everyone’s button is working as designed. 

Employees must also: 

 Follow all WH&S legislation, regulations and guidelines including emergency procedures 
 Complete an EOC App entry and follow the directions for reporting and actions when a triggering event 
occurs. These are listed on the Clinical Note TickFlick as prompts for Practitioners, and within the Mobile 
Data App: TimeSheet Project which is where Therapy Assistants record their actual work hours with clients.   

 Identify potentially unsafe work practices, risks or hazards and ensure that other employees are aware of any 
potential danger.   
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 Keep situational awareness and constantly conduct Dynamic Risk Assessments, controlling for hazards to 
keep risk exposure in complex situations to tolerable levels.  

 Seek to educate/train non-EnableOT supports (informal and formal) of unsafe practices, risks and hazards as 
they present, encouraging/requiring them (according to the severity) to implement strategies to reduce risk 
exposure also.  

Additional Considerations 
Each stakeholder undertaking or involved with EnableOT operations has the right to as safe workplace and an 
environment free from harm.  Refer to the Prevent and Respond to Harm Policy for more information on how 
EnableOT provides a harm-free environment.  The Feedback and Improvement Policy as well as the Governance Policy 
outlines the specific ways in which we monitor and improve our response to hazards and risks in our business 
operation.  

Review 
This policy will be reviewed when required by changes to legislation or when organization operations require it. 
Employees and clients will be consulted in relation to any proposed changes.  It is recommended that this policy be 
assessed at 9 monthly internal review alternating with formal auditing processes. 
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2.2 What each of the ‘relevant matters’ in  
section 18 mean

Factor Relevance

The likelihood of 
the hazard or the 
risk concerned 
occurring

The greater the likelihood of a risk occurring, the greater the 
significance this will play when weighing up all matters and 
determining what is reasonably practicable. If harm is more likely 
to occur, then it may be reasonable to expect more to be done 
to eliminate or minimise the risk.

The frequency of an activity or specific circumstances will be 
relevant to the likelihood of a risk occurring. The more a worker 
is exposed to a hazard, the more likely they are to suffer harm 
from it.

The degree of harm 
that might result 
from the hazard or 
the risk

The greater the degree of harm that could result from the hazard 
or risk, the more significant this factor will be when weighing 
up all matters to be taken into account and identifying what is 
reasonably practicable in the circumstances. Clearly, more would 
be expected of a duty-holder to eliminate or minimise the risk of 
death or serious injury than a lesser harm.

What the person 
concerned 
knows, or ought 
reasonably to know, 
about the hazard 
or risk, and ways 
of eliminating or 
minimising the risk

The knowledge about a hazard or risk, and any ways of 
eliminating or minimising the hazard or risk, will be what the 
duty-holder actually knows, and what a reasonable person in the 
duty-holder’s position (e.g. a person in the same industry) would 
reasonably be expected to know. This is commonly referred to 
as the state of knowledge.

The courts have consistently stated a duty holder must consider 
all reasonably foreseeable hazards and risks when identifying 
what is reasonably practicable.

The availability and 
suitability of ways 
to eliminate or 
minimise the risk

This requires consideration of not only what is available, but 
also what is suitable for the elimination or minimisation of risk. 
A risk control that may be effective in some circumstances or 
environments may not be effective or suitable in others, because 
of things such as the workplace layout, skills of relevant workers, 
or the particular way in which the work is done.

Equipment to eliminate or minimise a hazard or risk is regarded 
as being available if it is provided on the open market, or if it is 
possible to manufacture it.

A work process (or change to a work process) to eliminate or 
minimise a hazard or risk is regarded as being available if it is 
feasible to implement.

2. THE MEANING OF REASONABLY PRACTICABLE
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3.4 The importance of consultation
Consultation with workers and others who are or may be involved in the particular work or 
workplace is an important means of obtaining relevant information. This is one of the reasons 
why consultation is a requirement under the WHS Act.

Section 47 of the WHS Act requires a PCBU to consult, so far as is reasonably practicable, 
with workers who carry out work for the business or undertaking and who are, or are likely 
to be, directly affected by a matter relating to work health and safety. A PCBU must consult 
with a health and safety representative if the workers are represented by one and should 
also consult with any health and safety committee established for the workplace.

Section 46 of the WHS Act requires that a duty holder consult, co-operate, and co-ordinate 
activities, so far as is reasonably practicable, with all other persons who have a work health 
and safety duty in relation to the same matter. 

It should never be assumed that someone else is taking care of a health and safety matter.  
A PCBU must find out which duty holders are doing what and work with them in a  
co-operative and co-ordinated way so that risks are eliminated or minimised so far as is 
reasonably practicable.

When entering into contracts, a duty holder should review the job to be undertaken, 
discuss any safety issues that may arise and how they will be dealt with and communicate 
their safety requirements and policies. Remember that a duty holder cannot transfer their 
responsibilities to another person.

Further guidance on consultation is available in the Code of Practice: Work health and safety 
consultation, co-operation and co-ordination.

3. STEP ONE: IDENTIFYING THE CIRCUMSTANCES, HAZARDS AND RISKS 
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Level 1

Eliminate the hazards

Level 2

Substitute the hazard with  
something safer

Isolate the hazard from people

Reduce the risks through  
engineering controls

Level 3

Reduce exposure to the hazard using 
administrative actions

Use personal protective equipment
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Once the duty holder understands the hazards and risks, the next step is to ask what can be 
done to eliminate or minimise the risks.

Section 18 requires a duty holder to consider the ways of eliminating or minimising risks. 
There may be a number of different ways to minimise a risk, each of which may reduce the 
likelihood or severity of harm to a different degree. Some of these control measures may 
operate effectively on their own, while others may need to be used in combination.

It is therefore necessary to identify options for eliminating or minimising risk, in order to 
determine what can reasonably be done in the circumstances. The duty holder should 
identify as many control measures as possible, to give them the greatest scope to choose 
and apply the most appropriate means to eliminate or minimise a risk in the particular 
circumstances.

4.1 Deciding how risks can be eliminated or minimised 
The hierarchy of risk controls identifies the various types of control measures that should be 
used and is set out in the following diagram:

FIGURE 1: The hierarchy of risk control

 
Regulation 36 requires a duty holder to start at the top of the hierarchy and move down 
through it, considering at each stage whether any risk remains and whether further control 
measures will minimise the risk.

4. STEP TWO – DETERMINE WHAT YOU CAN DO
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APPENDIX - LIST OF CASES RELEVANT IN 
DETERMINING REASONABLE PRACTICABILITY
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