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Workplace Health and Safety Guidelines – What are WH&S Policies and 
Procedures? 

Version 3.2 Published 12.2019 

WHS policies and procedures are an essential part of any WHS management system. They set out 
the principles, objectives and reasons behind such initiatives, as well as how these initiatives will be 
carried out in an organisation and by whom. 

WHS policies are the documented principles, objectives, obligations and commitments that guide 
WHS decision making within the business. WHS procedures are the documented processes that 
guide working practices in the business. This includes specific procedures which set out step by step 
instructions on how a job or task should be conducted. 

Policies and procedures can be combined or kept separate. Some organisations combine their 
policies and procedures. In these cases, a policy statement should include the specific information 
about work procedures.  

Other organisations separate the two by having an overall WHS policy and other associated policies 
(e.g. drug and alcohol policy), and a separate range of WHS related procedures.  

Importantly, there must be no inconsistency with the written policies and procedures, and how they 
are actively put into practice by the organisation. 

WHS policies and procedures are important because they: 

• clearly demonstrate that an organisation is addressing its legal obligations; 
• highlight that the organisation is committed to working within a set of WHS principles; 
• clarify functions and responsibilities within the organisation; 
• help ensure that safe systems of work are devised, adequately recorded, effectively 

communicated to workers and consistently implemented throughout the company; 
• improve management of workers by defining what is, and what is not, acceptable workplace 

behaviour; and 
• save time and reduce workplace injuries by allowing WHS matters to be handled through an 

existing and consistent procedure. 

The policies and procedures that an organisation adopts will depend on the nature and size of the 
business. Many are common to most businesses (e.g. accident reporting), while others relate more 
to specific activities of the business (e.g. handling hazardous substances).  

The following policies and procedures are generally considered essential for all workplaces: 

i. WHS policy; 
ii. drug and alcohol policy; 

iii. workplace bullying and harassment policy; 
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iv. smoke-free workplace policy; 
v. safety planning and objectives procedures; 

vi. communication and consultation procedure; 
vii. hazards identification procedure; 

viii. risk assessment procedure; 
ix. risk control procedures; 
x. performance monitoring and review procedures; and 

xi. safety management procedure. 

Effective WHS Policies and Procedures 

This guide is designed to assist in the development and implementation of effective WHS Policies 
and Procedures in the workplace which you can either start from scratch or use our template (Insert 
link to purchase template) and personalise to your organisation. 

The following steps should be undertaken to develop and implement workplace policies and 
procedures: 

Step 1: Consultation. Consult with all relevant stakeholders, including workers, WHS 
representatives and contractors. 

Step 2: Tailor the policy to your organisation. They must respond to the needs of your 
business and the workers your organisation employs/contracts. 

Step 3: Clearly define obligations. Ensure that all policies and procedures have a legitimate, 
defined and understandable purpose. 

Step 4: Implement realistic policies and procedures. Ensure that your organisation has the 
time, resources and personnel to properly implement the policies and procedures. 

Step 5: Make the policy available to everyone. Policies must be communicated to all workers 
in an effective, user- friendly way. 

Step 6: Train your workers. You must provide adequate information, training and 
supervision to staff, which includes making sure they are familiar with company policies and 
procedures. 

Step 7: Implement policies and procedures consistently. Workers at all levels must know 
what is expected of them and any failure to comply should be addressed consistently and 
fairly. 

Step 8: Regularly review policies and procedures. They should be reviewed on a regular 
basis, but also when changes are made in your workplace which affect their application. 

Step 9: Enforce your policies and procedures. Effective enforcement is required to achieve 
and maintain a safe workplace 
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