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Noticeboard guidance

1	Purpose
This guidance sets the minimum requirements for establishing, displaying and maintaining physical and electronic Health and Safety noticeboards across the University of Melbourne. Noticeboards provide staff, students, contractors and visitors with current University-wide and local Health and Safety information.
2	Scope
This guidance applies to all faculties, schools, departments and other local areas that maintain a physical or electronic Health and Safety noticeboard. In this guidance, the term Health and Safety noticeboard includes noticeboards that are locally referred to as OHS noticeboards.
3	Noticeboard requirements
3.1	Format and access
A Health and Safety noticeboard may be physical, electronic or a combination of both. Each noticeboard must:
· be located or published where it is easy for the intended audience to find, access and read;
· be accessible to relevant staff, students, contractors and visitors;
· present information clearly and in an accessible and inclusive format; and
· clearly identify information that applies only to a particular local area when the noticeboard is shared.
Electronic noticeboards must be available through a suitable website, SharePoint site or other electronic platform. Access should not require users to sign in where the information is intended for staff, students, contractors and visitors.
3.2	Required content
Every local Health and Safety noticeboard must contain the following current information:
· If You Are Injured at Work poster;
· Important Return to Work Information poster;
· In Case of Emergency poster;
· Child Safety – Code of Conduct poster;
· Health and Safety Representative (HSR) details, including the names and contact details of elected Health and Safety Representatives and relevant management representatives;
· Emergency information, including emergency personnel, the locations of first aid kits and the location of the nearest automated external defibrillator (AED);
· Relevant policies and procedures, including a reference or link to the Melbourne Policy Library and the location of any local procedural manuals that are not available electronically;
· Employee Assistance Program information;
· Relevant Health and Safety updates, including Safety Bulletins, Safety Alerts, committee information or minutes, and local Health and Safety performance information, where applicable; and
· Electronic resources, provided through a QR code or link where electronic information is used.
3.3	Additional local content
Local areas may also display the following information where it is relevant and not otherwise readily available electronically:
· issue resolution requirements;
· hazard, incident and near miss reporting requirements; and
· other local Health and Safety information relevant to the area's activities and hazards.
3.4	Content that should not be displayed
Health and Safety noticeboards should not contain:
· personal advertisements;
· flyers, brochures or other material unrelated to Health and Safety; or
· outdated, superseded, damaged or illegible information.
4	Location and layout
4.1	Physical noticeboards
Physical Health and Safety noticeboards should:
· be positioned in a prominent location, such as a kitchen or shared space, main corridor, or near a building entrance or exit;
· be mounted where information can be accessed and read without obstruction;
· be large enough to display all required information clearly; and
· have a clear heading identifying the board as a Health and Safety noticeboard.
4.2	Suggested layout
Organising information under clear headings makes the noticeboard easier to scan. Suggested sections include emergency management; injury management; representatives and contacts; policies, procedures and safety alerts; and committee information and performance.
5	Responsibilities and maintenance
Each local area is responsible for ensuring that its Health and Safety noticeboards remain complete, current, legible and accessible. The local area should nominate a person or team to maintain each noticeboard.
The nominated person or team should:
· update the noticeboard when University-wide or local requirements change and remove outdated or duplicated material;
· include the noticeboard in workplace inspections or other local monitoring arrangements;
· replace damaged or illegible material and check that QR codes and electronic links continue to work; and
· agree on ownership and maintenance arrangements when a noticeboard is shared between local areas.
6	Further information
Safety website: safety.unimelb.edu.au
Health and Safety Business Partners: contact page
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