HEALTH & SAFETY

MELBOURNE TRAINING REQUIREMENTS MATRIX

Explanation: these matrices are designed to assist with training needs analysis within each work area. They show the general requirements only. University and local work area inductions must also be completed. Additional health and safety
training may be required for specific hazards or situations. These should be identified through an assessment in the work area. Refresher training requirements (or scheduled repeats of training) should also be assessed. Repeated training
for core compliance training, unless specified otherwise, is scheduled triennially (Appropriate workplace behaviours is undertaken biennially). All other refresher/repeated training is scheduled and determined by the School/Division. Repeated
training scheduling may be affected by changes to legislation, changes to work practices, industry standards and codes and employees returning from extended periods of leave. Further assistance is available from your local Health and Safety
Business Partner.

Foruse in conjunction with Health & Safety: Training requirements. For further information, refer to https://safety.unimelb.edu.au/training-and-equipment or contact your local Health and Safety Business Partner.

1. CORE COMPLIANCE TRAINING
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University Executive, Divisional Executive

Continuing and fixed term employees

Casual employees?

Labour hire workers* a

Compulsory

Compulsory if relevant to job role a

Recommended when related to the job role R
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2. HAZARD BASED TRAINING®
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Professional employees: (o] (o] a a R a
managers/supervisors in office type areas
Professional employees: (ol] (ol] a a (ol] (ol] (o] R (ol] (ol] (o] (ol] (ol] a|a (ol] a R R R
managers/supervisors in non-office type
areas
Academic employees: teaching or supervising a a a a (o] (o] a R (o] a a a a a a a R R R
employees, contractors or students
. . X a R R R
Professional employees in office type areas a (ol] a a a
Professional employees in non-office type (ol] (o] a a (ol] (ol] (el] R (ol] (ol] (o] (o] (o] a|a (o] a R R R
areas
Academic employees: non-teaching and non- (o] (o] a a c c (ol} R c (o] (o] (o] (o] (o] a d R R R
supervising
Elected Employee Health and Safety & i i i
Representatives
R R R
Elected Employee Deputy Health and Safety
Representatives
) R
Health and Safety Business Partners R R R R R R R R R R a R R R R
Compulsory
Compulsory if relevant to job role a
Recommended when related to the job role R
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3. HAZARD BASED TRAINING —EXTERNALLY PROVIDED
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Professional employees: managers/supervisors in office
type areas
Professional employees: managers/supervisors in non-
office type areas

Academic employees: teaching or supervising
staff/students

Professional employees in office type areas

Professional employees in non-office type areas

Academic employees: non-teaching and non-supervising

Health and Safety Business Partners

Compulsory

Compulsory if relevant to job role

Recommended when related to the job role
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4. FIRST AID AND EMERGENCY RESPONSE AND OTHER

First Aid training requirements should be formulated with
reference to First Aid — Health & Safety Requirements.

Provide First Aid (HLTAIDO11)
Emergency Warden —Online via

Provide First Aid in remote or
TrainMe

education and care setting
isolated site (HLTAID0O13)

(HLTAIDO12)
Refresher Health and Safety

Representative

Provide cardiopulmonary
(1 Day)

resuscitation HLTAID009)
Initial Health and Safety
Representative

Provide First Aid in an
(5 Days)

Fire extinguisher

Management of Asthma Risk
land Emergencies in the
\Workplace (22556VIC)

First Aid Management of
IAnaphylaxis (22578VIC)
Mental Health First Aid —

Chief & Deputy Chief Warden—
full day course for new senior
lemergency wardens

Chief & Deputy Chief Warden —
lannual half day refresher for all
senior emergency wardens

Mental Health First Aid —
supporting students

supporting staff

o

General Emergency Wardens incl. Floor/Area wardens

o
o
o

Chief and Deputy Chief Emergency Wardens.

First Aid Officer — Office-type area

First Aid Officer — Laboratory area

First Aid Officer — Workshop

First Aid Officer — Field work in remote or isolated site

First Aid Officer - Childcare

Employees — professional or academic

Supervisors — supervising employees or students

Elected Employee Health and Safety Representatives R R

Elected Employee Deputy Health and Safety Representatives R R

Compulsory

Compulsory if relevant to job role a

Recommended when related to the job role R
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5. VISITORS?, CONTRACTORS AND NON-UNIVERSITY OCCUPANTS AT UNIVERSITY CONTROLLED BUILDINGS

Contractor training requirements are based on the process Health & Safety: Contractor and service provider requirements.

Information Card
Local Induction

Visitors —accompanied by an authorised representative of the University

Visitors — not accompanied by an authorised representative of the University

Contractors — low risk work, accompanied by an authorised representative of the University

Contractors — low risk work, not accompanied by an authorised representative of the University

Contractors — moderate risk work, accompanied by an authorised representative of the University®

Contractors —moderate risk work, not accompanied by an authorised representative of the University

Contractors — high and very high-risk work*®

Non-University of Melbourne occupants at University of Melbourne-controlled buildings

Compulsory
Compulsory if relevant to job role a
Recommended when related to the job role R
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6. STUDENTS
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Course work — accompanied! R
Course work — not accompanied*? (o] a
Graduate Research students — accompanied R
Graduate Research students — not accompanied a a

Compulsory
Compulsory if relevant to job role a
Recommended when related to the job role R

! Fixed term and continuing employees are automatically enrolled into Health and Safety — Roles and responsibilities in TrainMe.

2 Fixed term and continuing employees are automatically enrolled into Appropriate Workplace Behaviour in TrainMe.

3 Casual employees are automatically enrolled into Casual Compliance training in TrainMe. The supervisor may determine that Health and Safety — Roles and Responsibilities training is also required.

4 Labour hire workers are not automatically enrolled in TrainMe. The supervisor must make an individual assessment based on the level of supervision the staff member works under, and the hazards to which the staff member is exposed.

5 Hazard based training is available in TrainMe, on-line or provided by the Health & Safety team.

6 1n University occupied and controlled spaces, roles that are predominately desk-based with human-computer interface require Ergonomic training. Ergonomic training for preplanned working from home arrangements is compulsory. Whilst
recommended, Ergonomic training for unplanned working from home arrangements is not compulsory.

7 Deliver Workstation Assessments assist an employee to undertake a workstation assessment where additional help may be required. It can be known be other names such as Train the Trainer. Where required, this training is normally undertaken
by Health & safety Business Partners and therefore very few manager/supervisor roles require this training.

8 A visitor is a person attending a University of Melbourne-controlled workplace who requires the attention of a University of Melbourne representative to fulfill the purpose of their visit. Note this excludes visiting academics.

9 A contractor should have suitable safe work procedures to safely undertake the works required.

10 A contractor should have suitable safe work procedures to safely undertake the works required, and a suitable Health and Safety Management Plan unless the provision of services is of such duration as to make the provision of a Health & Safety
Management Plan not reasonably practicable.

11 Accompanied means: being under the supervision of an authorised representative of the University, e.g. under the supervision of a laboratory technician, attending a tutorial or lecture, or using the library.

12 Not accompanied means: not being under the supervision of an authorised representative of the University at all times, e.g. in own office space, or in a laboratory with other students without an authorised representative of the University being
present.
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