SSAAACT Inc.

Health and Safety Incident Reporting
Policy

1. Objective

The objective of this policy is to ensure safety and injury incidents are adequately reported,
investigated and monitored on the SSAA ACT Inc. Range Complex.

2. Policy Statement

This Policy applies to all volunteers, members and visitors of SSAA ACT Inc. and the
Disciplines/ Clubs/ Sections of the SSAA ACT Inc.

This Policy will benefit SSAA ACT Inc. members and volunteers by:
e ensuring the health and safety of our volunteers and members is protected;
e retaining our volunteers and members to avoid recruiting and training new people;
e enhancing our status as a responsible community association;
e reducing risks to the reputation of our association;
¢ meeting real and perceived judicial and government compliance requirements.

3. Definitions

“Council” means the elected and appointed officers and delegates from SSAA ACT Inc.
Disciplines Clubs and Sections.

“Executive Committee” means the President, Vice President, Deputy Vice President,
Secretary and Treasurer of the SSAA ACT Inc.

“Members” means current members of the SSAA ACT Inc.

“Disciplines/ Clubs / Sections” means those disciplines, clubs and sections of SSAA ACT Inc
as constituted by approval of an SSAA ACT Inc. Annual General Meeting.

“Officers” means any volunteer holding an office within SSAA ACT Inc, either through an
elected or appointed position, and who holds a position on the SSAA ACT Inc Council or any
volunteer within the SSAA ACT Inc Disciplines/ Clubs/ Sections who has responsibility for
management or administration of those Disciplines/ Clubs/ Sections.

4. Related Documents

SSAA ACT Inc. documents and Policies related to this policy and those which must be read
in conjunction with this Policy are:

e SSAA ACT Inc. Constitution;

e SSAA ACT Inc. Privacy Policy;



e SSAA National Privacy Policy;

e SSAA ACT Inc. Code of Conduct;

e SSAA National Code of Conduct;

e SSAA ACT Inc. Health and Safety Policy;

e SSAA ACT Inc. Range Complex Range Rules and Standing Orders.

This Policy has been developed using the following available resources as reference
documents:
o A Guide to Work Health and Safety for Volunteer Organisations — Safe Work
Australia
¢ A Guide to Work Health and Safety for Volunteers — Safe Work Australia
e How to Determine What is Reasonably Practicable to Meet a Health and Safety Duty
— Safe Work Australia
¢ Information Sheet — Incident Notification — Safe Work Australia
e Tips for Investigating Workplace Incidents — Workplace Health and Safety
Queensland

5. Legislative Context

The SSAA ACT Inc. is a volunteer association and the provisions of the Work Health and
Safety Act of the Australian Capital Territory and model WHS laws do not apply.

However, to ensure best practice and ensure duty of care owed to our volunteers and
members, this Policy has been developed to ensure compliance with the Act to the extent so
far as is reasonably practicable.

To future proof the SSAA ACT Inc., this Policy has been developed, to the greatest extent so
far as is reasonably practicable, to ensure the Policy requires minimal amendments should
the SSAA ACT Inc. become an employer.

6. Policy Detalls

The SSAA ACT Inc. will aim to eliminate, so far as reasonably practicable, health and safety
risks to volunteers and members through:
e the provision and maintenance of a safe environment limiting risks to health and
safety;
e ensuring compliance so far as reasonably practicable with legislative requirements
and industry standards;
¢ the provision of accessible and appropriate information, instruction, training and
supervision of volunteers and members;
o the provision of support and assistance to volunteers and members.

7. Responsibilities

The key responsibilities, that underpin this Policy and are a requirement of attendance at the
SSAA ACT Inc Range Complex, ensure that everyone (volunteers, members and visitors):
e understands their contributions to health and safety;
¢ identifies and notifies of hazards within their area of responsibility;
e s provided with appropriate information, and required instruction and training
required to perform their duties of their volunteer position;
e understands their “Duty of Care” and follows all safety policies and procedures;



e reports safety events, incidents and accidents and causes through appropriate
mechanisms for investigation, reporting and monitoring.

8. Reporting

Reporting and monitoring of health and safety risks and issues is an important and key
aspect for organisations governed by the Work Health and Safety Act. As the SSAA ACT
Inc. is an identified volunteer organisation for the purpose of the Act, the laws around
reporting do not apply. However, as already determined, the SSAA ACT Inc. will ensure so
far as reasonably practicable, compliance with the principles and intent of the Act or judicial
requirements.

8.1. Category 1 - Serious Incidents

The definition of a notifiable incident in the Work Health and Safety Act will be used for
incidents requiring immediate notification to the SSAA ACT Inc. through the appropriate
mechanisms put in place for incident reporting. This results in the following incidents being
required to be notified immediately:

¢ the death of a person; or

e aserious injury or illness of a person; or

e adangerous incident; or

e an assault incident (sexual or criminal).

A serious injury or illness means an injury or illness requiring a person to have:
e immediate treatment as an in-patient in a hospital; or
¢ immediate treatment for
the amputation of any part of his or her body; or
a serious head injury; or
a serious eye injury; or
a serious burn; or
the separation of his or her skin from an underlying tissue (such as degloving
or scalping); or
o aspinal injury; or
o the loss of a bodily function; or
o serious lacerations; or
¢ medical treatment within 48 hours of exposure to a substance, or
e any other injury or iliness prescribed by a Policy.
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For the purpose of the above, ‘immediate treatment’ means the kind of urgent treatment that
would be required for a serious injury or iliness. It includes treatment by a registered medical
practitioner, a paramedic or registered nurse.

A dangerous incident means an incident that exposes a volunteer, member or visitor, or any
other person, to a serious risk to a person’s health or safety emanating from an immediate or
imminent exposure to:

e an uncontrolled escape, spillage or leakage of a chemical or hazardous substance;

or

e an uncontrolled implosion, explosion or fire; or

e an uncontrolled escape of gas or steam; or

e an uncontrolled escape of a pressurised substance; or

e electric shock; or



¢ the fall or release from a height of any plant, substance or thing; or

o the collapse, overturning, failure or malfunction of, or damage to, any plant that is
required to be authorised for use on the SSAA ACT Inc. Range Complex; or

¢ the collapse or partial collapse of a structure; or

o the collapse or failure of an excavation or of any shoring supporting an excavation; or

¢ the inrush if water, mud or gas in workings, in an underground excavation or tunnel;
or

¢ the interruption of the main system of ventilation in an underground excavation or
tunnel; or

e any other event prescribed by a Policy.

A sexual assault incident means an incident (including a suspected incident) that exposes a
volunteer, member or visitor to sexual assault. Sexual assault is not limited to physical
contact; it also includes non-contact activities and any unwanted behaviour of a sexual
nature that makes a person feel uncomfortable, scared or threatened.

The SSAA ACT Inc. has a duty to ensure the appropriate medical treatment to facilitated for
an injured member or visitor. This means that as the situation determines, appropriate
actions should be taken by a person, or persons, responsible to contact emergency services.

8.2. Category 2 - Other Incidents Resulting in Injury

Incidents resulting in an injury other than those prescribed as a Category 1 - Serious Incident
are to be reported using the prescribed form and within the prescribed timeframes, as
detailed below in Section 9.

Incidents that could reasonably be considered under this category are:

e aminor cut or abrasion resulting in the need for first aid or the use of first aid
supplies;

¢ medical treatment being required after 48 hours for the exposure to a substance;

e a minor head injury resulting in a minor contusion;

e a burn requiring minor first aid, including washing and the application of a dressing;

e an acute back strain;

e treatment of any of the above serious incidents where treatment was not required or
pursued immediately/ urgently;

e a sprain or strain of a limb or joint.

8.3. Category 3 - Safety Concerns That Might Cause Injury

Any health and safety issue on the SSAA ACT Inc. Range Complex that might reasonably, in
the belief of the reporter, become a risk to the health and safety of members should be
notified using the prescribed form and within the prescribed timeframes, as detailed below in
Section 9.

Examples of health and safety issues could be:
e a water leak within a building;
e a hole in a thoroughfare or walkway;
¢ damage to native vegetation;
o damage to a safety barrier/ backstop.



9. Notification

All volunteers, members and visitors have a duty to report health and safety risks and issues
to the SSAA ACT Inc. Notification should be provided on the prescribed form and within the
prescribed timeframe as detailed below.

An initial report provided by the member who was injured, or in the case of the member
being unable to self-report, another member who witnessed the incident, must be provided
as prescribed below.

Category 1 and 2 incidents should be reported on the prescribed form as approved by the
SSAA ACT Inc. Council

If you are unsure about whether a particular incident should be reported as a Category 1, 2
or 3, itis best to presume that it falls within the higher Category. Alternatively, ask for advice
or further guidance from the Range Officer on duty or another SSAA ACT Inc. Officer.

9.1. General Member Sessions

Incidents occurring on the SSAA ACT Inc Range Complex during General Members Sessions
are to be reported as follows:

Incident Initial Report Further Notification
Category To When To When
Category 1 Range Officer At the time of SSAA ACT Within 48
on Duty incident Inc. Executive | hours of
Committee incident
Category 2 Range Officer At the time of Chief Range Within 7 days
on Duty incident Officer/ Chief | of incident
identification Safety Officer
Category 3 Range Officer At the time of Range Within 7 days
on Duty incident Management | of incident
identification Improvement
Committee

9.2. Discipline/ Club/ Section Incidents

Incidents occurring during an SSAA ACT Inc. Discipline/ Club/ Section sanctioned
competition, match or training session are to be reported as follows:

Incident Initial Report Further Notification
Category To When To When
Category 1 Range Officer in | At the time of SSAA ACT Within 48
Control of incident or as Inc. Executive | hours of
Range soon as Committee incident
reasonably
practicable
Category 2 Range Officer in | Within 48 hours | Chief Safety Within 7 days
Control of Officer of incident
Range
Category 3 Range Officer in | Within 48 hours | Range Within 7 days
Control of Management | of incident
Range Improvement
Committee




The above reporting requirements are in addition to any processes or procedures that the
Discipline/ Club/ Section may have.

9.3. After Hours Sessions

Incidents occurring on the SSAA ACT Inc. Range Complex outside of normal business hours
and not in as a Discipline/ Club/ Section session are to be reported as follows:

Incident Initial Report Further Notification
Category To When To When
Category 1 Chief Safety At the time of SSAA ACT Within 48
Officer incident or as Inc. Executive | hours of
soon as Committee incident
reasonably
practicable
Category 2 Chief Safety Within 48 hours | SSAA ACT Within 7 days
Officer Inc. Executive | of incident
Category 3 Chief Safety Within 48 hours | Range Within 7 days
Officer Management | of incident
Improvement
Committee

10. Investigation

The site of an incident resulting in a serious injury must not be disturbed until an incident report
can be completed, including any photographs if required dependant on the circumstances.
The person in control of the area of the incident is responsible for the preservation of the
incident site, so far as reasonably practicable.

Any evidence that may assist in an investigation to determine the cause of the incident must
also be preserved. This could include the quarantining of the firearms (if involved), a sample
of ammunition (in the case of a failure) or any other thing associated with the incident.
Quarantining of firearms and/or ammunition is at the discretion of the owner of such items,
however members and/or visitors should be encouraged, for their continued safety, to seek
advise from a suitably qualified person as to the correct functioning of their firearms and
ammunition. If a report is commissioned from the suitably qualified person it should be
provided to the SSAA ACT Inc.

However, preserving an incident site does not prevent any action needed:

e To assist an injured person

e Toremove a deceased person

¢ To make the site safe or to minimise the risk of a further incident
e To facilitate a police investigation.

In the event of a police investigation, if they consider it necessary, they may notify WorkSafe
ACT. An inspector from WorkSafe ACT may issue a non-disturbance notice if they consider
that the incident site should remain undisturbed in order to facilitate their investigation.

The member or visitors are to comply with any and all directions of the police if they are called
to the SSAA ACT Inc. Range Complex.

The requirement to preserve the incident site extends only so far as is reasonably practicable
and to the area where the incident occurred. It is not likely that there will be a need for the



entire SSAA ACT Inc. Range Complex to be preserved, unless at the direction of emergency
services or other authorities.

The types of information the SSAA ACT Inc. may preserve include, but are not limited to, the
collection of CCTV footage and range attendance information. Upon receiving a notification of
an incident, whether resulting in an injury or a breach of any SSAA ACT Inc. Range Complex
Rules, the Association may request the preservation of any CCTV for a reasonable period.
What is considered reasonable will be at the discretion of the Associations Chief Safety
Officer, in consultation with the SSAA ACT Inc. Executive Committee. The Association will
also preserve CCTV footage at the direction of emergency services.

11. Monitoring

The types of monitoring the SSAA ACT Inc. will undertake are:

e record and assess patterns in health and safety incidents;

e record and assess connection between serious injuries and other factors;

e assess trends to determine if current practices are effective and sufficient to meet the
requirements of ‘so far as reasonably practicable’;

e assess any trends in incidents across Disciplines/ Clubs/ Sections;

e determine if improvements are required to the reporting criteria; and

e ensure a continuous improvement approach is taken to health and safety.

12. Record keeping

The SSAA ACT Inc. will keep records of incidents reported for a minimum period of 5 years in
accordance with the provisions of the Work Health and Safety Act.

Where the incident form details personal information about an injured volunteer, member or
visitor, this information will be handled in accordance with the Privacy Policy of the SSAA ACT
Inc.

There may be occasions where the SSAA ACT Inc. is compelled, by an authority or through a
regulatory process, to release information related to a health and safety incident or injury. This
will only be done in accordance with the required legislation or within the correct legal context.

The provision of information relating to injuries that could lead to a potential claim on the SSAA
ACT Inc. insurance policies, or a claim by a member on a members insurance policy may be
required. In this case, the insurer may request information from the SSAA ACT Inc. Under our
duty of disclosure, the SSAA ACT Inc. may be required to provide information relating to a
member’s injury or illness.

13. Application of the Privacy Act

The SSAA ACT Inc. is not required to comply with the Privacy Act (Cth) as a not-for-profit
incorporated association with an annual turnover of less than $3 million dollars. The
Association will however ensure that personal data is treated in accordance with the
Australian Privacy Principles (APP) as if the Assaociation was an APP Entity.



13.1. Use of personal information

Personal information provided in the prescribed form will be used by the Association in the
following ways:
e To ensure the health and safety of members;
e To ensure health and safety risks to members are reduced as far as reasonably
practicable; and
e To assess and determine appropriate and necessary range maintenance.

13.2. Disclosing personal information

The Association may, from time to time, be required to disclose personal information to Law
Enforcement Agencies, the Associations insurers or any other party to manage health and
safety risks.

Personal information will not be disclosed to any other third party unless permitted under this
policy or by any other law of a State or Territory or Commonwealth.

13.3. Storage of Personal Information

Following the collection of the personal information on the Incident Reporting Form, the
reporting person will provide the form to the Chief Safety Officer and any other authorised
person of the Association for recording, scanning and filing in the official records of the
Association.

If a scanned copy is provided to the Chief Safety Officer and any other authorised person of
the Association, the hard copy of the form is to be immediately destroyed following
confirmation of successful receipt of the electronic record.

The personal information will be collated into a single source of data for recording and the
Incident Reporting Form will be stored in accordance with the records management principles
of the Association.

De-identified information may be used to provide statistics to the SSAA ACT Inc. Council and
Executive Committee.

Version control and Change history

Version | Author Purpose/Change Date

No.

V0.1 Secretary, SSAA Initial Draft 13 August 2023
ACT Inc.

V0.2 Secretary, SSAA Amendments related to comments | 4 January 2024
ACT Inc. received

V1.0 SSAA ACT Inc. Approved 5 March 2024
Council




Document Review

This Policy is to be reviewed every 12 months to ensure compliance with legislation.






