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Presbyterian Church
   Staff, Elders and CoM Safety Induction Template
Introduction
The Work Health and Safety Act 2011 (WHS Act) introduced on 1 January 2012 and the Work Health and Safety Regulation 2025 introduced on 1 September 2025 have implications for all NSW and ACT churches. The WHS Act is supported by a new Regulation and updated Codes of Practice. The Work Health and Safety Amendment Regulation 2022 has introduced new provisions on managing psychosocial risks in the workplace.
The Church is committed to taking steps that are ‘reasonably practicable’ in accordance with the WHS Act and Regulation to provide a safe and healthy environment for staff, volunteers, parishioners, contractors, work experience students and visitors.
The Church has developed a Workplace Health & Safety Management System (WHS System). The WHS Management System establishes policies and procedures, forms for reporting, registers for recording safety information, buildings and grounds and ministry program management, risk assessment and incident and accident management and care.
The Church, including you, have a ‘duty of care’ under this legislation to eliminate risks to health and safety, so far as is reasonably practicable, and if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable. 
Implementing WHS supports gospel ministry. The way that we care for our ministry team, our volunteers, our congregations and our visitors is an essential expression of the gospel of our Lord Jesus Christ. 
Ministers and staff plus volunteers serving in the roles of Elders and Deacons, members of the Committee of Management and in ministry leadership roles are responsible for implementing the WHS System.
The range of documents that constitute the WHS System are accessible on the Presbyterian Church NSW website (https://pcnsw.org.au/work-health-and-safety/) You are to familiarise yourself with the WHS Guidelines and forms, seek training or assistance where required, and implement your responsibilities. 
‘Workers’ at the Church who have responsibilities to ensure healthy and safety under this legislation include ministers, staff, elders and deacons, Committee of Management, members and adherents, volunteers in ministry roles, visitors who worship with us on Sundays or who attend events we run, work experience students and contractors.
Under WHS law our Presbyterian Churches are each considered to be a ’Person Conducting a Business or Undertaking’ (PCBU).  
Employers or businesses, or anyone who falls under the definition of a ‘person conducting a business or undertaking’ (a PCBU), has legal obligations under work health and safety laws.
Volunteer officers of a business with paid staff must exercise due diligence to ensure the business complies with health and safety duties.
However, volunteer officers cannot be prosecuted for an offence for breaching a health and safety duty, except in their capacity as a worker.
All workers, including Church volunteers, have a legal obligation to take care of their own health and safety, take care that their actions do not compromise the health and safety of others, and comply with reasonable policies, procedures, instructions or other safety practices implemented by the Church to comply with their primary duty of care as a PCBU. 

Key documentation and procedures: Ensure you are familiar with the location and content of:
1. ‘WHS Guidelines for Our Church Organisations’, Presbyterian Church NSW/ACT: https://pcnsw.org.au/work-health-and-safety/
2. WHS ‘Forms’ including risk assessment, request and consent forms, incident reporting etc: https://pcnsw.org.au/work-health-and-safety/
3. WHS Policy statement (Hanging in prominent place at our church) See under Forms: ‘Policy Work Health and Safety Template’
4. Breaking The Silence (Foundations Training) to be completed every 3 years and Refresher training every 12 months (www.breakingthesilence.org.au). WWCC number to be renewed every 5 years (See www.service.nsw.gov.au). 
5. Roles and responsibilities. Make yourself familiar with the following people in the church with WHS roles: Safety Officer/Representative (Committee of Management), BTS Representative, First Aid Officers, First aid supplies person, Person who orders other relevant supplies e.g., paper towel, soap, chemical supplies/Safety Data Sheets, person(s) in charge of church maintenance and contractors.
6. Familiarisation with Emergency evacuation plan (including muster point and alternative muster point) and location of fire extinguishers, hoses and fire blankets. 
7. Familiarisation with church access and security and location to turn off mains power and water.
8. Familiarisation with and contact details for trained First Aid Officers. Consider training (“Supply First Aid” approx. 1.5 days $200 every 3 years) if you are working with children or youth or vulnerable people and don’t have quick access to a trained first aid officer. 
9. Familiarisation with location of first aid kit and travel kits and any additional equipment such as defibrillator and Epi Pen if available.
10. Familiarisation with Ministry and Mission (see website: https://mmpcnsw.org.au/). Watch the video “Smorgasbord for Health” and consider what is relevant to your position. It is recommended that all ministers and staff have a Professional Supervisor, or a Mentor at the very least, and complete the ‘Wholistic Care Plan’. Be familiar with other assistance including: Spiritual Renewal Groups, Refresh Camp, Transition Conversations/Support, Counselling, Workers Compensation, Personal Connection/Visits/Phone Calls and Pastoral Support.
11. Counselling. Counselling is available for all Pastoral personnel, their wives/husbands and dependent children. You will be connected to the closest Christian Counsellor with relevant expertise. This is organised by Jericho Road’s Presbyterian Counselling Service. Free call 1800 818 133 or email counselling@jerichoroad.org.au. This is not an emergency service. If you need immediate help, speak to your GP or call Lifeline on 13 11 14 or Beyond Blue on 1300 224 636.
12. All staff are expected to take their 4 weeks annual leave every year to ensure appropriate rest. An annual leave balance is considered ‘excessive’ if an employee has more than 8 weeks of stored annual leave.
13. The church is to provide suitable work areas for staff or ensure that their home office is safe and comfortable in relation to ergonomics etc. All new staff are to complete a ‘Working from Home WHS Checklist’ https://pcnsw.org.au/work-health-and-safety/ and to provide Manager/CoM a photo of their desk set up. The CoM is to ensure that the work space is safe and healthy.
14. Incident, accident and near miss reporting and investigation. All incidents, accidents and near misses must be reported and investigated. This includes bullying and other psychosocial situations. Forms are available from the Insurance and Claims Procedures Manual or https://pcnsw.org.au/work-health-and-safety/  (Public & Products Liability Incident Report Form and Public & Products Liability Investigation Report Form). These are to be sent to Greg Scott (Insurance Manager- Church Offices Surry Hills insurance@pcnsw.org.au ph.: 96909 312. All incidents and accidents are to be added to an ‘Incident, Accident, Near Miss and Hazard Register’ (See Forms). All incidents are to be discussed at CoM meetings in order to ensure follow up and to avoid (as far as possible) the incident happening again, and ensure the injured/effected person is contacted and cared for. 
15. The Church must ensure that Safe Work NSW is notified immediately after becoming aware that a notifiable incident has occurred (within 48 hours) by telephone: 13 10 50. A 'notifiable incident' under the work health and safety legislation relates to: the death of a person, a serious injury or illness of a person, a potentially dangerous incident. Do not tamper with the incident location unless you need to assist a person in danger. If in doubt contact your Safety Officer or call SafeWork on 13 10 50 (available 24/7).
16. Risk Assessments. A risk assessment must be undertaken for all ministry activities to consider the various aspects of the activity and risks associated with these and ways to reduce the risk. Activities of greatest risk include Church working bees, youth and church camps, school and pre-school age ministry activities and off-site excursions. The website contains templates to assist with undertaking Job Hazard Analysis (JHA). These are best completed by two people. Website examples include: ‘Church Event Safety Checklist’, ‘Pre-school ministry activity’, ‘Children’s Ministry Activity’, ‘Youth Camp’, ‘Church Camp’ and ‘Short Term Mission Trip’ that can assist in considering risks and their management.
17. Slips, trips and falls continue to be a common incident in our churches. Ensure permanent cords are not accessible and temporary cords are enclosed in a cable protector, taped to the ground or covered by a firm mat. Where possible fill gaps in uneven paving and highlight uneven surfaces. Locate disabled parking spots near front door and assist the elderly.
18. Church Audit. Every year two people e.g., from the CoM are to walk around all church buildings and grounds and take note of hazards. These are to be brought to the next CoM meeting to discuss their management and rectification. See Section 2 ‘Risk Management’ of PC Insurance and Claims Procedures Manual (March 2018) and  ‘Church Safety Audit Checklist’ (Forms at https://pcnsw.org.au/work-health-and-safety/ to assist with this process.
19. All church buildings are to be inspected every 12 months by a professional (such as a property/facilities manager or a roofing contractor) to assess and rectify any destruction or damage to the property.
20. Everyone is encouraged to report hazards to the church Safety Officer/CoM using ‘Hazard Report Form’ (See Forms). All new hazards are to be rectified, where possible immediately, and discussed by CoM.
21. Before undertaking any new ministry activity or taking children and youth off site it is necessary to notify the Eldership team. See Form ‘Request to Eldership to Conduct a Ministry Activity’ (See Forms)
22. For risky/hazardous activities a series of forms are available in the Insurance and Claims Manual and on the website (See Forms) including:
· Form A: The Higher Hazard Risk Event Form. This includes medical information, medical authority and consent sign-off in respect of any participant.
· Form B: The Risk Warning Form. 
· Form C: The Covering letter to accompany the forms to each adult participant and/or person with parental responsibility for under 18-year-olds, explaining their purpose.
23. View Hazardous Substance Register and Safety Data Sheets (SDS) kept with chemicals (e.g., cleaning, workshop etc). Ensure you get copies of SDS sheets for any new chemicals you introduce to the church (for more than domestic quantities) and ensure all chemicals are kept out of reach of children.
24. Asbestos. If your church was built/renovated before 31 December 2003 or if asbestos has been identified at the church, you must keep a register that outlines: when the asbestos was found, where it is located, what type of asbestos it is and what condition it is in. You must also: make the register available to anyone likely to be exposed to asbestos, keep it up to date, pass it on to anyone who takes over management. If asbestos has been identified, you must prepare and maintain an asbestos management plan, regardless if the asbestos is naturally occurring or manufactured. The plan must be available to anyone involved in work at the workplace. See https://pcnsw.org.au/work-health-and-safety/ (Asbestos Management plan and register templates and worked examples)
25. Safety inductions are required for people undertaking church garden and building maintenance for the first time, for working bees, for work experience students, Youth camps, short-term missions and evangelistic events. Participants are to sign on to the activity after the induction. https://pcnsw.org.au/work-health-and-safety/ e.g. ‘WHS Induction Attendance Sheet’, ‘Church Working Bees- Safety Induction Template’ ‘Safety Induction Record’.
26. We are responsible for managing Contractors including the need to check their insurances, safety plans, provide induction, have them sign in and out of the premises and manage them with regards to others on site (in particular- children and young people) and danger to the public. See Forms ‘Maintenance and Contractor Management’
27. There is to be no working at heights (e.g., Greater than 2m) unless suitably experienced and qualified. Engage a suitable contractor to access roofs, change high light bulbs, hang drapes etc. 

Acknowledgement
· I have read and understood this WHS Induction.
· I commit to accessing and familiarising myself with the range of documents that form the WHS Management System, Breaking the Silence (Jericho Road) and Ministry and Mission website.
· I acknowledge my responsibilities under WHS legislation and the Church WHS Management System to undertake ‘reasonably practicable’ steps to ensure the Church’s properties and events are safe and healthy.
Name___________________________________ Signature__________________________________

Position/Role_________________________________ Date__________________________________
Please complete this Induction form and return a copy to the Secretary, Committee of Management.
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