CELEBRANT
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Work Health & Safety

The purpose of this policy is to ensure The Celebrant Institute RTO provides a safe and healthy environment
for all personnel, students, contractors, and visitors. This policy outlines the organisation’s commitment to
complying with Work Health and Safety (WHS) legislation, identifying and managing risks, and fostering a
culture of safety and wellbeing.

This policy applies to all The Celebrant Institute RTO workplaces, including campuses, training locations,
offices, and online environments. It encompasses all personnel, students, contractors, and visitors involved in
the organisation’s activities.

The Celebrant Institute RTO is committed to protecting the health, safety, and wellbeing of all individuals by
implementing effective WHS management practices. The organisation complies with all relevant WHS laws
and standards and continually improve its safety systems to prevent workplace injuries and illnesses.

The Celebrant Institute RTO places a high priority on the health and safety of its personnel and clients. The
wellbeing of individuals can directly affect their job satisfaction, motivation and overall morale in the work
environment.

The organisation is committed to health and safety in all training environments, including by ensuring:

Facilities and equipment are well maintained,

Safety risks or hazards are identified and addressed,

Students receive guidance and instruction prior to using equipment that may pose a risk to safety, and
Any incidents involving facilities, resources and equipment are promptly investigated and corrective
measures are put in place to prevent recurrence.

The Celebrant Institute RTO is committed to ensuring a safe and secure environment by responding promptly
and effectively to critical incidents. The organisation prioritises the health, safety, and wellbeing of all affected
parties and comply with regulatory obligations in managing and reporting such incidents.

All personnel of The Celebrant Institute RTO have specific responsibilities for ensuring the health and safety
of personnel and students within the workplace at all times. These responsibilities are based on relevant state
jurisdiction legislation and reinforced in this document. The specific implementation of health and safety
responsibilities of personnel is dependent on their role within The Celebrant Institute RTO and is included in
their Position Descriptions accordingly.

The Celebrant Institute RTO is committed to providing a safe and healthy work environment for all individuals.
The Celebrant Institute RTO makes every reasonable effort to prevent accidents, protect individuals from injury
and promote the health, safety and welfare of all individuals.

Rationale

The Celebrant Institute RTO’s understanding of key Work Health and Safety (WHS) risks to the organisation,
its students, and continued compliance is informed by a comprehensive framework that aligns with legislative
requirements, risk management principles, and the organisation’s commitment to a safe and healthy
environment. The organisation adheres to a wide range of WHS legislation applicable across jurisdictions,
including the Work Health and Safety Act 2011 (Cth) and equivalent state and territory legislation. These legal
frameworks guide The Celebrant Institute RTO in identifying, assessing, and managing WHS risks.

Key risks to the organisation and its students are identified through systematic health and safety assessments
of operational and training environments, including external training sites, using tools like the WHS Inspection
Checklist. Potential hazards, unsafe conditions, and "near misses" are reported promptly by personnel and
students, fostering a proactive risk management culture. Critical incident reporting mechanisms, regular audits,
and stakeholder consultations further inform The Celebrant Institute RTO’s understanding of risks.

Personnel, students, and stakeholders are provided with comprehensive WHS information through inductions,
ongoing training, and accessible policies. Critical incident response processes are in place to address
significant risks, such as severe injury, psychological harm, or natural disasters. Regular monitoring,
evaluation, and consultation with personnel ensure that emerging risks are identified, and appropriate
preventive or corrective actions are implemented.

The organisation’s risk management approach integrates data from audits, incident reports, and stakeholder
feedback to inform and improve WHS processes continuously. Through these structured practices, The
Celebrant Institute RTO ensures the safety, wellbeing, and compliance necessary for effective service delivery.
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Legislation

Current work health and safety legislation that effects The Celebrant Institute RTO operations as a RTO
includes:

Work Health and Safety Act 2011 (Cth),

Work Health and Safety Regulations 2011 (Cth),

Work Health and Safety Act 2011 (ACT),

Work Health and Safety Regulation 2011 (ACT),

Work Health and Safety Act 2011 (NSW),

Work Health and Safety Regulation 2017 (NSW),

Work Health and Safety (National Uniform Legislation) Act 2011 (NT),
Work Health and Safety (National Uniform Legislation) Regulations 2011 (NT),
Work Health and Safety Act 2011 (QLD),

Work Health and Safety Regulation 2011 (QLD),

Work Health and Safety Act 2012 (SA),

Work Health and Safety Regulations 2012 (SA),

Work Health and Safety Act 2012 (TAS),

Work Health and Safety Regulations 2012 (TAS),

Occupational Health and Safety Act 2004 (VIC),

Occupational Health and Safety Regulations 2017 (VIC),

Dangerous Goods Act 1985 (VIC),

Work Safety and Health Act 2020 (WA),

Work Health and Safety (General) Regulations 2022 (WA), and

Work Health and Safety (Mines) Regulations 2022 (WA).

Responsibilities

All individuals:

Have a responsibility to comply with all occupational health and safety procedures,

Must take reasonable care of themselves and others on the premises,

Must not interfere with or misuse items or facilities provided in the interest of health and safety, and
Must report any incidents, actual or potential hazards and "near misses" to their relevant The Celebrant
Institute RTO contact.

All personnel have the responsibility to:

Adhere to safe work practices, instructions and rules,

Immediately report any unsafe work condition or equipment to management,

Not misuse, damage, refuse to use, or interfere with anything provided in the interest of health and
safety,

Perform all work duties in a manner which ensures individual health and safety and that of all other
personnel,

Encourage fellow personnel to create and maintain a safe and healthy work environment,
Co-operate with all other personnel to enable the health and safety responsibilities of all individuals
be achieved.

All personnel employed by The Celebrant Institute RTO have a primary responsibility to ensure that the work
they undertake or supervise is carried out in a safe manner. The Celebrant Institute RTO personnel are
required to:

Take reasonable care of themselves and others that may be affected by their acts or omissions,
Contribute to and be involved in The Celebrant Institute RTO’s ongoing management of health and
safety,

Comply with all workplace policies and procedures implemented in relation to health and safety, and
Report all situations that may adversely impact on health and safety.

Premises

All permanent delivery sites used by The Celebrant Institute RTO comply with the Building Code of Australia
(BCA) and local legislative requirements related to health and safety.

It is the responsibility of The Celebrant Institute RTO Chief Executive Officer to ensure that all permanent
delivery sites comply with the building, health and safety approval requirements of each site used for training
delivery (i.e. educational premises) in line with local requirements.
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Where appropriate the Chief Executive Officer will arrange for relevant approvals (i.e. occupancy certificate,
9B classification Certificate etc). There are some differences of approach between the jurisdictions in whether
or not they issue approvals for the use of buildings as educational premises on the basis that premises meet
BCA requirements. Where such approval is not required the Chief Executive Officer shall ensure appropriate
evidence that each delivery sites meet the BCA requirements.

On an ongoing basis, The Celebrant Institute RTO personnel undertaking service provision ensure training
premises are of adequate size and have adequate heating, ventilation, cooling and lighting.

External Premises

A health and safety assessment will be made of each external training room and environment to enable risk
management strategies to be implemented using the WHS Inspection Checklist. Any identified risks must be
raised with the relevant Training Manager for immediate attention and actions taken as required.

General Health & Safety Matters

The Celebrant Institute RTO operates and provides a workplace that is compliant with health and safety laws,
codes of practice, and standards which impact upon its operations.

The Celebrant Institute RTO makes every effort to identify, assess, and control hazards within all areas that
are accessed by personnel or students. These objectives are achieved through the:

Provision of a safe and healthy work environment and systems of work,
Maintenance of equipment, facilities and equipment under the control of the The Celebrant Institute
RTO. All equipment must be checked prior to usage to ensure safe usage,

e Provision of training for personnel to enable them to perform their tasks safely,

e Ongoing inspection and review of the workplace, work practices, and procedures, and

e Appropriate response in the event of an incident to ensure an investigation is conducted to prevent a
recurrence.

Information & Awareness

All personnel are made aware of health and safety responsibilities at induction, through this Policy Manual and
on an ongoing basis through relevant communication methods.

All The Celebrant Institute RTO students are made aware of health and safety responsibilities prior to
enrolment, through the Student Handbook and on an ongoing basis through relevant communication
methods.

The Celebrant Institute RTO personnel and students are:

e Trained where required in the safe use, handling and storage of equipment and materials,
¢ Made aware of safe travel and parking arrangements for all operational locations, and
e Provided with adequate information regarding hazards and risks within each operational premises.

Health & Wellbeing Services

A student may be impacted by a personal event or interpersonal issue, which can make them feel disengaged
or unsafe. The Celebrant Institute RTO has the responsibility to ensure students are in a safe and secure
environment where they can seek assistance without fear.

Nominated Support Officer
Sarah Aird, sarah@celebrantinstitute.edu.au, 0434 884 834

Trainers, assessors and any nominated support officers can implement internal solutions, such as adjusting
training and assessment practices to support the student.

When required, The Celebrant Institute RTO refers students to local and accessible support services, such as:

Mental health,

Physical health,

Family and relationship issues,

Housing and homelessness,

Balancing work and other external commitments, and
Bullying and sexual harassment.

The Celebrant Institute RTO has prepared and implemented a Prevention Plan to manage identified risks to
the health or safety of workers, or others, from sexual harassment and sex or gender-based harassment at
work. The written plan provides a clear and familiar process for managing this kind of harassment in the same
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way that any other risk would be managed in the workplace. Importantly, the prevention plan is about proactive
efforts to stop these forms of harassment, as opposed to operating as a complaints policy for managing
harassment after it happens.

Consultation

The Celebrant Institute RTO consults regularly with personnel regarding the development, implementation and
review of health and safety issues.

Incident Reporting

The Celebrant Institute RTO has implemented processes for dealing with internal issues, such as reports from
students regarding bullying, harassment, or unsafe conditions. To ensure a positive training environment for
students, all allegations are investigated and appropriately resolved.

If an incident, accident or near miss occurs it must be documented as soon as practical after the event using
the Accident, Incident & Near Miss Report. All reports are reviewed by the CEO to ensure appropriate and
preventative actions occur as required.

Critical Incidents

Critical Incident is defined as a traumatic event, or the threat of such (within or outside Australia), which
causes extreme stress, fear or injury.

Critical incidents are not limited to, but could include:

Missing students,

Severe verbal or psychological aggression,

Death, serious injury or any threat of these,

Natural disaster,

Other incidents that may cause physical or psychological harm, and
Issues such as domestic violence, sexual assault, drug or alcohol abuse.

The Celebrant Institute RTO students may not have close family available to care and provide support to them.
It is imperative that responses occur in a practiced and timely way with any critical incident involving a student,
that timely and regular information is relayed to families, that ongoing support is provided to a student in need,
and comprehensive records are maintained.

The Celebrant Institute RTO has implemented this documented policy and process for managing critical
incidents that could affect a student’s ability to undertake or complete a course.

Key Responsibilities

The Celebrant Institute RTO:

e Takes all reasonable steps to provide a safe environment on campus and advise students and
personnel on actions they can take to enhance their personal security and safety,

e Provides information to all students about how to seek assistance for and report an incident that
significantly impacts on their wellbeing, including critical incidents, and

e Provide students with or refers them (including electronically) to general information on safety and
awareness relevant to life in Australia.

Risk Mitigation
The Celebrant Institute RTO ensures that critical incidents are minimised through:

o Dissemination of this policy and critical incident procedures to all students and personnel,

e Providing regular training and/or information to personnel and students to ensure they are aware of
safety, prevention of risk and able to respond promptly to any perceived threats to safety, and

e Regular emergency management training and information including critical incident responses.

Critical Incident Response Process

Students and personnel are required to notify any critical incident involving a student immediately to the
Student Support Team.

The Student Support Team will consider the details and severity of the incident and determine what action
needs to be taken.
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If the incident is not severe and can be resolved with resources available, the Student Support Team will initiate
action to ensure the appropriate level of support is provided.

If the incident is severe and warrants a level of support/assistance from external resources the Student Support
Team will initiate action to arrange that support. Personal details may be provided to the relevant emergency
services if the student involved is incapacitated and unable to provide these particulars themselves.

External resources accessible include:

Police, Fire, Ambulance Lifeline
Phone: 000 Phone: 13 11 14
1800Respect
Phone: 1800 737 732

The incident is reported as soon as possible after the initial support has been provided, using the Accident
Incident Near Miss Report.
Designated Personnel

The Celebrant Institute RTO Student Support Team are designated officers for student information and student
welfare support services.

The Student Support Team is contactable via:
Sarah Aird, sarah@celebrantinstitute.edu.au, 0434 884 834

Follow Up Action
The Student Support Team:

e Monitors the condition of and provide appropriate support to the student through any period of
treatment/convalescence,

e In conjunction with the CEO, ensures where appropriate that family members and other relevant
Individuals are kept informed of the condition of the student,

e Coordinates the provision of any The Celebrant Institute RTO based resources required during any
period of treatment/convalescence,

o Liaises with the police and other emergency services personnel,

e Particularly for overseas students, advises and assist any family members who decide to travel to
Australia to support the student with travel and accommodation requirements, and

o Ensures that detailed records are maintained of the incident.

Concluding Steps

In the event of the death of a student, the Student Support Team ensure the following is undertaken:

o Contact the family to determine their wishes regarding repatriation of the body, personal effects,
religious observances etc.,

e Particularly for overseas students, coordinate the repatriation of the body and personal effects in line
with the family’s wishes and in accordance with Australian regulations,

e Organise the sending of a letter of condolence to the family,

e Ensure all administrative actions are taken e.g. adjust the student records database, process any
tuition refunds, notify PRISMS etc.

Incident Records
Records of the critical incidents form part of the Work Health & Safety management system.

The Celebrant Institute RTO maintains a written record of all critical incidents and remedial actions taken for
at least ten (10) years after an affected student ceases to be an accepted student.

Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates work health and safety processes to ensure performance
is effective and outcomes are met.

A process of performance monitoring, evaluation, and reporting has been established and implemented.
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The organisation continually improves the effectiveness and efficiency of processes. Process performance
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well
as to uncover any opportunities for improvement.

Please refer to the Quality Policy for further information on the monitoring and evaluation process.
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