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As individuals or as a body, Life Choice Directors and its workers must ensure that the activities of the 
organisation do not contravene legislation or standards that are applicable to our work activities.   
 
Life Choice may be held liable for prosecution in the event that it is determined that statutory obligations 
have been breached, unless they can prove that: 

 They exercised reasonable precautions and due diligence to ensure compliance; or 

 They were not in a position to influence the conduct of the company in relation to the offence.  
 
Life Choice employees may be held liable for prosecution in the event that it is determined that statutory 
obligations have been breached, unless they can prove that they have: 

 taken reasonable care for his or her own health and safety; and 

 taken reasonable care that his or her acts or omissions do not adversely affect the health and 
safety of other persons; and 

 complied, so far as the worker is reasonably able, with any reasonable instruction that is given by 
the person conducting the business or undertaking to allow the person to comply with this Act; 
and 

 co-operated with any reasonable policy or procedure of the person conducting the business or 
undertaking relating to health or safety at the workplace that has been notified to workers. 

 

 

 

Responsibilities and delegations  

This policy applies to  Board of Directors, CEO, managers, supervisors and workers (inclusive of 

volunteers). 

 

Specific 

responsibilities 

Board of Directors: responsible for ensuring the organisation has systems 

in place to adequately address the required Legislation and Standards. 

CEO: responsible for ensuring training and awareness is undertaken 

according to current policies and procedures. 

Supervisor: responsible for preparing and overseeing individual worker 

safety, awareness and improvement.  

Workers: responsible for maintaining their own safety and that their 

activities do not create hazards and risks to all others within their areas of 

control or operations.  

Contractors: responsible for ensuring their own safety and that their 

activities do not create hazards and risks to all others within their areas of 

control or operations. 

Policy approval  Board of Directors (approved June 2020, review June 2022) 

 

  



 

WHS Responsibilities Pol_147 

Pol _147 WHS Responsibilities  p2 
© This document is the property of Life Choice  
Once printed this document is considered an uncontrolled version.  

 

 

Policy context – this policy relates to:  

Standards   AS/NZS ISO 45001:2018 Occupational health and safety management 
systems-Requirements with guidance for use 

Legislation  Queensland Work Health and Safety Act 2011 

 Queensland Work Health and Safety Regulations 2011 

 National Disability Insurance Scheme Act 2013 

Contractual obligations  

Organisation policies  Ethics & Code of Conduct  

Risk Management 

Other various policies and procedures developed for system compliance 

and operational purposes. 

Forms, record keeping, 

other documents 

 General Risk Assessment  

 Client Risk Assessment 

 Risk Register 

 Other various forms & checklists developed for system monitoring and 

compliance 

 

Procedures 

Life Choice is responsible for: 

 Ensuring that our developed policies, procedures and initiatives are approved, implemented and 
kept current; 

 Investigating accidents, determining how and why they happened, keeping work accident and injury 
records and reporting to all relevant government departments or agencies (i.e. NDIS, Work Health 
and Safety, WorkCover) where required; 

 Informing WorkCover, and other relevant bodies of any injury claims when they occur; 

 The day to day management of issues; 

 Consulting with workers on changes to work methods, plant, and substances before those changes 
take place;  

 Remaining vigilant and ensuring that procedures are, as far as possible, free from risk of injury or 
affect the quality of our services; 

 Facilitating the induction of new workers (inclusive of volunteers) and contractors so they can carry 
out their duties in accordance with established policies and procedures;  

 Consistently encouraging the early and accurate reporting of injuries, illness and events; 

 Ensuring all workers under their control apply their training and that they comply with established 
policies and procedures;  

 Implementing appropriate discipline or additional training for breaches of established policies, 
procedures or standards of performance; 

 Ensuring incident investigations are conducted where needed and that corrective and / or 
preventive action is implemented as soon as practicable; and 

 Ensuring the timely, effective and safe return to work of people who have sustained a work related 
injury or illness. 

 Ensure timely treatment and rehabilitation (if required) to those who have been injured or harmed. 
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Chief Executive Officer 
The co-ordination, development and implementation of Life Choice WHS Management System is the 
responsibility of the Chief Executive Officer and/or their delegate. The Chief Executive Officer has the 
specific responsibilities for implementing corporate policies and procedures.   
 
The Chief Executive Officer is responsible for, but not limited to, the following activities; 

 Ensure implementation of Life Choice policies and procedures; 

 Provide leadership and co-ordinate operations and performance; 

 Ensure development and maintenance of appropriate systems, procedures and performance 
standards;  

 Ensure human resource management plans, systems, procedures and programs are developed 
and maintained in conjunction with other relevant positions; 

 Promote teamwork and develop and maintain positive work relations and appropriate organisation 
culture;  

 Ensure services, communications and dealings of workers with the participants, public and external 
bodies is of a high standard; 

 Communicate and promote Life Choice WHS Management System to workers;  

 Ensuring the WHS Management System is effective, reviewed and audited on a regular basis; 

 The provision of adequate resources in conjunction with other relevant positions to ensure the 
effective monitoring and operation of the WHS Management System; 

 Providing information to all workers to demonstrate compliance and improved safety and quality 
performance.  

 
Managers and/or Supervisors 
Managers and Supervisors have the following duties, to: 

 Ensuring the WHS Management System is effective, reviewed and audited on a regular basis 

 The provision of adequate resources to ensure the effective monitoring and operation of the WHS 
Management System. 

 Check that the operations in their area do not constitute a hazard to safety, health, or quality of 
service provision;  

 Create and maintain a direct involvement and interest in the WHS Management System with work 
groups in their area of responsibility; 

 Comply with all legislative requirements, inclusive of relevant Codes of Practice and Standards; 

 Ensure statutory requirements in their area of responsibility are met; 

 Conform with the Life Choice WHS Management System rules, standards and policies; 

 Ensure personal protective equipment (PPE) is provided to all necessary personnel, along with 
training in its use as required; 

 Provide information, instructions and training to relevant personnel in relation to work health and 
safety, and quality in their area of responsibility; 

 Check that the workplace in their area of responsibility conforms with the Life Choice standards;  

 Be involved in investigations of all incidents in their area of responsibility. 
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Workers 
All workers of Life Choice are responsible for the quality of their own work and conformance to accepted 
procedures, specifications and standards, and for the health and safety of all personnel either directly or 
indirectly involved when conducting these activities.   

 
All workers shall:   

 Comply with Life Choice instructions and procedures for workplace health and safety and quality; 

 Use personal protective equipment which is provided by Life Choice after proper instruction in its 
use; 

 Not wilfully or recklessly interfere with or misuse anything provided for workplace health and safety; 

 Carry out routine inspections of the workplace as requested or directed; 

 Not wilfully place at risk the health and safety of any person at the workplace; 

 Look after their own Health and Safety. 

 Perform their duties in a manner that preserves personal safety, the safety of other workers, 
persons and contractors as well as members of the public; 

 Perform their duties in a manner that preserves the quality of service provision; 

 Safely and properly use property and equipment entrusted to their care; 

 Report any unsafe action or condition immediately, especially if it results in or has the potential to 
result in injury or harm may affect service quality; 

 Ensure that there is no consumption of alcohol or illegal drugs at work; 

 Participate in consultation in a positive manner, in an effort to maintain continuous improvements 
within the organisation; 

 Refrain from removing or interfering with any safeguard or safety device; 

 Keep the workplace clean and tidy; and 

 Participate in discussion on procedures and improvements aimed at the reduction of workplace 
hazards and injury. 

 
Work Health and Safety Officer  
The WHS Officer is an advisor to all management and workers for the development, implementation and 
maintenance of the WHS Management System, with specific responsibilities for: 

 The development, arrangement for review, approval and issue of the WHS Management System 
Policies and Procedures in consultation with the relevant positions; 

 Maintaining the master copy of the WHS Management System Policies and Procedures; 

 Providing support to workers regarding work health and safety development and implementation; 

 Reporting to the Quality & Safety Lead position on the effectiveness of the WHS Management 
System; 

 Conducting, coordinating and reporting on internal work health and safety audits and inspections; 

 Coordinating and issuing Improvement Request Forms and assessing the effectiveness of 
corrective and preventive actions initiated. 

 Coordinating appropriate safety training; 

 Supporting all workers and others in their health & safety functions;  

 Promoting a positive health & safety attitude throughout the company; 

 Providing managers with information and statistics relating to workplace accidents and incidents; 

 Reviewing legislative requirements and providing information to all workers in order to maintain 
appropriate policies, procedures and programs; 

 Maintaining appropriate information on injuries to enable effective risk and injury management; and 

 Providing necessary reporting, where required to WorkCover and Work Health and Safety / 
Department of Justice & Attorney General, and the NDIS Quality and Safeguards Commission. 
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Management System Representative 
The Quality & Safety Lead is the WHS Management System Representative, who, irrespective of other 
responsibilities, shall have the defined authority and responsibility for ensuring that the requirements of 
the WHS Management Systems are implemented and maintained in accordance with the Work Health 
and Safety Legislation, AS/NZS ISO 9001; Quality Management Systems - Requirements, AS/NZS ISO 
45001; Occupational Health and Safety Management Systems – Requirements with Guidance for use, 
and the National Disability Insurance Scheme Act 2013 inclusive of Legislative Instruments (in force) and 
Notifiable Instruments (in force). 

 
The WHS Management Systems Representative represents Life Choice on all matters involving the WHS 
Management System as established for contract or regulatory requirements and our Policies and 
Procedures. 
   
The responsibilities of the Management Representative are; 

 Monitoring the development and implementation of the Life Choice WHS Management Systems; 

 Overseeing the development and maintenance of Life Choice Training Program; 

 Allocating sufficient resources for the development and maintenance of the WHS Management 
System; 

 Reporting on the performance of the WHS Management System and any need for improvements; 

 Ensuring the promotion of awareness of customer requirements throughout the organisation. 

 Communicate and promote Life Choice WHS Management System to workers. 
 
Contractors  
Contractors have a responsibility to cooperate with the implementation of Life Choice’s WHS Management 
System, programs, policies and procedures. Contractors are responsible for: 

 The workplace health and safety of their own workers; and  

 The quality of their own work performance and product provision; and 

 The management of their own safety and quality issues and concerns on sites; and 

 Observing and complying with the WHS Management System policies and procedures of Life 
Choice a copy of which may be provided to each Contractor should it be requested. 

 

 

End of document 

 

Acknowledgement of Understanding 

 

I, _____________________________________________________ have read this WHS 

Responsibilities policy  (Pol 147) and agree to abide by all elements in this document.  

  

Signed: ____________________________________________________________  

  

Date: ____________________________________________________________ 

 


