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1.0 Purpose 

The Engineering Institute of Technology (EIT) is committed to providing a safe and healthy workplace, safe 

work methods, and the provision of safe equipment. Work Health and Safety (WHS)- Western Australia and 

Occupational Health and Safety (OHS) -Victoria is considered by management to be an integral and vital part 

of the successful performance of any job  

This policy sets out the responsibilities of EIT and its employees with the aim that together we can keep the 

workplace safe and productive.  

2.0 Scope 

This policy extends to all EIT staff (both administrative and academic), based in Australia.  It includes staff 

working in all office locations and at home.  

In so far as this policy imposes any obligations on EIT (i.e. those additional to those set out under legislation), 

those obligations are not contractual and do not give rise to any contractual rights. To the extent that this 

policy describes benefits and entitlements for employees (i.e. those additional to those set out under 

legislation), they are discretionary in nature and are also not intended to be contractual. The terms and 

conditions of employment that are intended to be contractual are set in an employee’s written employment 

contract.  

EIT may unilaterally introduce, vary, remove or replace this policy at any time.  

3.0 Objectives 

EIT, as a person conducting a business or undertaking (PCBU), is committed to:  
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• Integrating work health and safety into all aspects of its operations;  

• Identifying hazards, assessing risk and implementing control strategies to minimise risk of injury to 
people and property;  

• Ensuring that relevant health and safety laws that apply to working conditions and the work 
environment are observed and enforced;  

• Developing and implementing safe systems of work;  

• Providing adequate safety information, training and supervision;  

• Designing, purchasing, installing and maintaining a safe site and machinery;  

• Ensuring that the workplace under their control is safe and without undue risks to health;  

• Ensuring that the behaviour of all persons in the workplace is safe and without undue risks to health;  

• Attempting to remedy all problems relating to work health and safety;  

• Consulting with workers and other parties to address safety issues and improve decision making on 
work health and safety matters; and  

• Supporting and assisting workers in effective injury management and rehabilitation.  

All employees, and contractors are required to:  

• Adhere to safe work practices, instructions and rules;  

• Immediately report any unsafe work condition or equipment to EIT;  

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

• Perform all work duties in a manner which ensures individual health and safety and that of all other 
people in the workplace;  

• Encourage fellow employees to create and maintain a safe and healthy work environment at home 
and at the office; and  

• Co-operate with all other employees to enable the health and safety responsibilities of all employees 
be achieved.  

4.0 Communication and Consultation  

EIT recognises that employee consultation and participation in our safety system is vital and improves 

decision–making about health and safety matters in the workplace. Consultation is also included in the 

process of risk assessments and the development of our safe work practices.  

Employees shall be actively involved in the workplace safety system. Suggestions for change and 

improvements to policies, procedures or safe work practices are encouraged, through reporting to 

management. Meetings to consult and inform employees on safety issues shall be conducted through staff 

meetings, as regularly as is necessary.  

Employees shall be made aware of safety issues relating to their jobs on a regular basis. The manner of doing 

so will vary depending upon the type of information to be conveyed.  

We expect our employees to be committed to working with management in order to effectively manage 

health and safety on the job. Employees are encouraged to contribute to decisions that may affect their 

health and safety in the workplace, through contact with management and staff meetings.  

Management shall work in conjunction with employees to review and update this, and other, policies and 

procedures. 



 

 

5.0 Office and Campus Infrastructure 

The HR Manager will ensure that EIT maintains safe, well-maintained facilities and infrastructure appropriate 

to its scale, scope, location and mode of delivery. This includes appropriate work environments for staff based 

at any EIT office or campus location.   

The HR Manager will oversee the planning, maintaining and updating of EIT’s work spaces at any of the office 

or campus locations and systematically evaluate space requirements and other WHS and OHS requirements 

based on current and projected space utilisation needs and assessments. 

Factors to be considered in assigning space will include: 

• The overall interests of EIT. 

• The suitability of present uses and likely future uses with anticipated or ongoing construction, 

renovation and planning of major space reallocations. 

• The costs incurred by changing the use of space and how they will be borne. 

• The effects of changing uses on staff. 

5.1 Security - Computer Network  

EIT will ensure that secure access to electronic information and adequate electronic communication 

services will be available continuously (allowing for reasonable outages for maintenance) to staff during 

periods of authorised access, except for locations and circumstances that are not under the direct control 

of EIT. 

For staff working remotely, EIT and the staff member must ensure that arrangements are in place for the 

security of the computer network and that the staff member whilst working remotely will abide by the 

established security standards and guidelines of EIT. All staff working at a remote location will ensure 

they have appropriate anti-virus software on their computers.  EIT will also ensure that the computers of 

all staff working at EIT’s office and campus locations will have appropriate antivirus security. 

5.2  Information Technology  

EIT staff must use the authorised information systems or parts of the authorised system only for the 

purpose for which the authorisation was given. EIT staff who have access to information systems or part 

of an information system, shall not allow any unauthorised person access to that system for any reason.  

EIT staff must not access information which they are not authorised to access or use, and must not allow 

any other person access for any reason. Staff must take all reasonable precautions, including password 

maintenance and file protection measures to prevent unauthorised access.  

EIT staff have an obligation to maintain the security and confidentiality of the information systems over 

which they have responsibility or control and that are owned, leased, or used under licence or by 

agreement by EIT. 

6.0 Safety and Security of Staff 

6.1 Bullying 

Bullying is defined in the Fair Work Act 2009 as 'the repeated, unreasonable behaviour by an individual 

or group, directed towards an employee or student, or group of employees or students, either physical or 



 

 

psychological in nature, that intimidates, offends, degrades, humiliates, undermines, or threatens. 

Bullying is associated with an ongoing systemic pattern of behaviour that creates a risk to health and 

safety'. 

The impacts of bullying behaviour are not confined to the target/s. Overall, bullying reduces 

organisational cohesion and productivity. Bullying has a negative effect on both the recipient and 

bystanders who witness, overhear, or are indirectly exposed to bullying behaviour. 

EIT supports the proactive strategies in place to educate staff about bullying and harassment and the 

importance of the respect for diversity in the workplace. 

EIT understands that educating staff about bullying and respect for diversity is a key strategy in 

preventing bullying from occurring. 

EIT therefore recognises the right and responsibility of individuals to raise a complaint if they are exposed 

to bullying behaviour whether directly, or indirectly, in the capacity of a witness. 

EIT seeks to provide a culture marked by mutual respect, personal dignity and support for everyone's 

skills and abilities, where employees may reasonably expect to pursue their work in a safe and civil 

environment free from discrimination, harassment, threatening or violent conduct or offences against 

individuals or property. Inappropriate behaviour and lack of respect for others will not be tolerated by 

EIT. 

Employees found to have committed or condoned such behaviour may be subject to disciplinary action. 

Bullying involving a physically violent and/or coercive component, such as physical assault or threats of 

violence, including stalking and cyber-stalking, may constitute a criminal offence. Any person subjected 

to such incidents should seek advice and support to assist them with reporting the matter to the police. 

The report of a matter to the police or other external body does not remove the responsibility of EIT from 

taking appropriate action. 

All employees have a responsibility to uphold EIT’s policy and to comply with the relevant legislation. 

6.1.1  Managing Bullying Complaints 

It is anticipated that most complaints will be resolved at the local level and in accordance 

with EIT’s Staff Grievance Policy 

EIT encourages people subjected to, or otherwise exposed to bullying (witnesses) to seek 

advice and support within EIT in the first instance. 

If possible, the person subjected to, or otherwise exposed to bullying (witness)  should act 

and state an objection directly to the people or person exhibiting bullying behaviour. 

If it is not appropriate for the witness (or person subjected to, or otherwise exposed to 

bullying) to raise the matter directly with the people or person exhibiting bullying behaviour, 

then the witness (or person subjected to, or otherwise exposed to bullying) can seek 

appropriate advice and support from their manager and/or the HR Manager.  

  



 

 

6.2 Sexual Harassment 

Sexual Harassment includes, but is not limited to: 

• leering or staring 

• obscene sexual communications in any media including social networking 

• persistent following or stalking 

• persistent unwelcome invitations, telephone calls or emails 

• sending of sexually explicit emails or text messages 

• sexually suggestive words, gestures, or sounds 

• unwanted ongoing declarations of affection or approaches for affection, including gifts  

• display of sexually suggestive material  

• the retention and distribution of sexually explicit material, either via use of EIT’s computer 

systems or a person's own computer or device. 

• unwelcome behaviour or contact of a sexual nature which offends, intimidates, embarrasses, or 

humiliates an individual 

• unwelcome physical touching or familiarity, including deliberately brushing against someone, 

patting, kissing, and embracing. 

• requesting sex or other sexual favours. 

• Asking intrusive questions or making explicit comments about someone's private life or body. 

Sexual harassment does not include: 

• mutual attraction 

• consensual romantic involvement or friendship. 

Sexual harassment involving persistent following or stalking, and indecent exposure, may be considered 

sexual assault and potentially a criminal offence. Any individual who is subjected to such incidents should 

seek advice and support from nominated EIT staff, and consider reporting the matter to the police. 

Sexual harassment may be perpetrated or experienced by people of any sexual orientation or gender 

identity. 

Sexual harassment may be a single incident or a persistent pattern of unwelcome behaviour. 

EIT may consider behaviour to constitute sexual harassment if individual relationships change and non-

consensual, unwelcome, and unreciprocated behaviours continue. 

EIT encourages people subjected to, or otherwise exposed to sexual harassment (witnesses) to raise the 

matter directly with their manager and/or the HR Manager. More information is available in EIT’s Sexual 

Assault and Sexual Harassment Policy. 

7.0 Workplace Injuries – Rehabilitation and Return to Work  

EIT is proactive in its approach to injury management and places strong emphasis on the safe, timely and 

sustainable return to work program for injured or ill workers.  

We are committed to:  

• Prompt injury notification;  



 

 

• Communication and consultation with all parties to develop an appropriate return to work program;  

• Accountability and responsibility for injury management being clearly understood;  

• Provision of suitable meaningful activities during the return to work process; and  

• Dispute resolution as required.  

EIT will ensure the following positive approach in meeting these objectives, including:  

• Early reporting of injuries;  

• Appropriate and timely medical intervention and return to work planning;  

• Provision of suitable resources and productive duties for the injured worker;  

• Positive support and encouragement during the rehabilitation process; and  

• Review of incidents and accidents to seek preventive measures and continuous improvement.  

8.0  Mental Health  

The workplace hazards that create risks of harm to psychological (mental) health are known as psychosocial 

hazards. These hazards can cause both psychological and physical harm.    

Psychosocial hazards can come from:   

• the way the work or job is designed, organised and managed  

• work relationships and interactions, including bullying, harassment, discrimination, aggression and 

violence  

• the equipment, working environment or requirements to undertake duties in hazardous 

environments. 

Psychosocial hazards include:  

• high or low job demands  

• violence and aggression  

• harassment, including sexual harassment  

• bullying  

• low job control   

• poor support  

• conflict or poor workplace relationships and interactions  

• lack of role clarity   

• poor organisational change management   

• inadequate reward and recognition  

• poor organisational justice   

• poor physical environment  

• remote or isolated work  

• traumatic events.   

EIT will Identify, assess and control psychosocial hazards and the associated risks in the same way as physical 

hazards and risks. 

EIT will use the People at Work online risk assessment tool to identify and manage work-related risks to 

psychological health. 



 

 

9.0 EIT WHS and OHS Team 

Current WHS/OHS team members are located in: 

• West Perth Admin Office x 2 members 

• Bentley Campus x 1 member 

• Melbourne Campus x 1 member  

All employees are encouraged to immediately report any potential hazards, incidents or safety issues to a 

WHS or OHS  team member via email at whs@eit.edu.au or in person for anything requiring immediate 

attention. A hazard may also be reported by scanning the QR code and following the instructions. A 

Hazard/Incident Report form must be completed and sent with the email.  

Team members will meet every 3 months. Minutes of these meeting will be recorded and made available to 

all staff to access via sharepoint at any time.  

EIT shall work in conjunction with employees to review and update this policy, and other policies and 

procedures relating to work health and safety as regularly as is necessary. 

10.0 Definitions 

Please refer to the EIT Glossary that can be found here for all definitions used in this document. 

Duty of Care requires all Employees to take reasonable care in view of foreseeable circumstances that may 

arise. Safety of employees, students and visitors is the priority in any situation. 

Employee/Staff:  Any employee of EIT who has an ongoing, fixed term contract or casual contract. 

Hazard - Hazards in the workplace are things that could cause harm, injury or ill health to a person. 

Home-based, remote and/or online work site:  Part of a dwelling that is remote from EIT’s physical campus 

at West Perth where the employee will conduct their work activities.  

Home-based work:  Regular performance of work duties at the home-based site as agreed between EIT and 

the employee. 

Incident - An unplanned event that does not result in personal injury but may result in property damage or 

is worthy of recording. 

OHS – Occupational Health and Safety as it is referred to in Victoria involves the management of risks to the 

health and safety of everyone in your workplace. This includes the health and safety of anyone who does 

work for you as well as your customers, visitors and suppliers. 

PCBU – A person conducting a business or undertaking (PCBU) has a primary duty of care to ensure the health 

and safety of workers while they are at work in the business or undertaking and others who may be affected 

by the carrying out of work, such as visitor. 

WHS - Work health and safety (WHS) is sometimes called occupational health and safety (OH&S) and  involves 

the management of risks to the health and safety of everyone in your workplace. This includes the health 

and safety of anyone who does work for you as well as your customers, visitors and suppliers. 
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11.0 Related Documents 

• EIT COVID Care Plan 

• EIT COVID Incident Response Plan 

• EIT COVID Safe Plan 

• EIT Facilities.DS 

• EIT Working from Home Checklist.DS 

• Emergency and Critical Incident Policy & Procedure.DS 

• Critical Incident Report Form 

• Health and Wellbeing Policy and Procedure.DS 

• Safe Work Australia: Work Related Psychological Health and Safety Guide 

• Sexual Assault and Sexual Harassment Policy.DS 

• Staff Drug and Alcohol Policy and Procedure.DS 

• Staff Grievance Policy.DS 

• Staff Grievance Procedure.DS 

12.0 Related Legislation 

The following legislation is relevant to this policy, however not all are mandatory for education providers: 

• Age Discrimination Act 2004 (Cwth.) 

• Australian Human Rights Commission Act 1986 (Cwth.) 

• Disability Discrimination Act 1992 (Cwth.) 

• Disability Services Act 1986 (WA) 

• Equal Opportunity Act 1984 (WA) 

• Fair Work Act 2009 (Cwth.) 

• Racial Discrimination Act 1975 (Cwth.) 

• Sex Discrimination Act 1984 (Cwth.) 

• Work Health and Safety Act 2020 (WA) 

• The Occupational Health and Safety Act 2004 (OHS Act) 

13.0 Accountabilities 

The Governance Board is responsible for review and approval of this policy. 

The policy is to be implemented via induction and training of staff and distribution to students and EIT’s 

community via the website and other publications. 

https://www.legislation.gov.au/Details/C2021C00565
https://www.legislation.gov.au/Details/C2021C00559
https://www.legislation.gov.au/Series/C2004A04426
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_267_homepage.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a253.html
https://www.legislation.gov.au/Details/C2021C00421
https://www.legislation.gov.au/Details/C2016C00089
https://www.legislation.gov.au/Details/C2021C00420
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a147282.html
https://www.worksafe.vic.gov.au/occupational-health-and-safety-act-and-regulations

