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But in culturally and linguistically
diverse workplaces, giving employees
the right information in ways that they
can understand can be challenging.

This guide will help you understand the
risks, and will explain what you need
to do to make your workplace safe.




About the issue

e What is a culturally and
linguistically diverse workplace?
* What are the risks?

Your legal duties

e The law
¢ |nformation for employers
* Compliance and enforcement

How to comply

* Consult
¢ Find

e Fix

* Review

Glossary
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What is a culturally
and linguistically
diverse workplace?

A culturally and linguistically diverse
(CALD) workplace is one where some
workers’ preferred language is not English
and so their knowledge of English may be
limited. There are many such workplaces
in Victoria.

These include workplaces where a
particular language is spoken by a large
proportion of the workforce, as well as
those where other languages are spoken
by just a few workers.

It's important for employers to be aware
of the language preferences of their
workforce so they can make sure that
health and safety is discussed in ways
that everyone understands.

What are the risks?

In CALD workplaces, linguistic
differences can provide challenges
to communicating health and safety
information, discussing issues and
ensuring safe work practices.

Workers from CALD backgrounds may
have different attitudes and expectations
in relation to health and safety at work
because of their experiences of work in
other cultures.

Tailoring communication to the specific
language needs and abilities of employees,
and ensuring all employees understand the
hazards and risks in their workplace, are
important steps towards protecting their
health and safety.
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Your legal duties

The law

Occupational Health and Safety Act 2004 (OHS Act)

The OHS Act came into effect on 1 July 2005. It sets out the key principles, duties
and rights in relation to occupational health and safety. The duties imposed by the
Act cover a wide variety of circumstances, recognising the need for a duty-holder to
have flexibility in determining what needs to be done to comply.

The OHS Act is based upon the following key health and safety principles:

* All people — employees and the general public — should have the highest level
of protection against risks to health and safety.

* Those who manage or control things that create health and safety risks in the
workplace are responsible for eliminating or reducing the risks, so far as is
reasonably practicable

* Employers should be proactive in promoting health and safety in the workplace

¢ Information and ideas about risks and how to control them should be shared
between employers and employees

* Employees are entitled — and should be encouraged — to be represented in relation
to health and safety issues.

The Act requires employers to provide information to employees concerning health
and safety in such languages as are appropriate to the workplace.

Occupational Health and Safety Regulations 2007 (OHS Regulations 2007)
New Regulations for occupational health and safety came into effect on 1 July 2007.

The part of the OHS Regulations 2007 relating to the provision of information,
instruction and training, is intended to prevent iliness and injury resulting from a
lack of awareness, knowledge or understanding of workplace hazards and risks.

To do this, the OHS Regulations 2007 impose specific legal responsibilities on
employers for the appropriate provision of information and instructions. This must
be provided in appropriate languages.
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Employers

As an employer, you have a general duty
to make your workplace safe.

As part of this duty, you are responsible
for providing workers with the information
they need to do their job safely, including
information in other languages where
appropriate.

This means that you must be aware of
any language and cultural barriers that
may impact communication in your
organisation, and you must take steps
to address them.

Failure to provide appropriate health and
safety information places workers at risk.

Compliance and
enforcement

WorkSafe applies a strategy of ‘constructive
compliance’ — a combination of incentives
and deterrents — to improve workplace
health and safety.

This strategy recognises that real

and sustainable improvement in
workplace health and safety requires
active involvement from employers
and employees in identifying hazards
and controlling risks.

WorkSafe inspectors have the primary
role of targeting unsafe workplace activity,
enforcing compliance with health and
safety laws, and providing guidance and
advice on how to comply with those laws.

Further information on workplace
inspections and WorkSafe’s enforcement
policy is available through the WorkSafe
Advisory Service (1800 136 089) or at
www.worksafe.vic.gov.au
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How to comply

WorkSafe has a range of guidance materials to advise on the required processes
and actions that duty-holders must take in order to meet their legal obligations.
Compliance Codes, Health and Safety Solutions and Guidance Notes each provide
detailed and specific advice for duty-holders seeking to comply with the OHS
Regulations 2007.

Work through the following checklist to make sure that your employees have proper
access to the information they need in the most suitable forms.

Know your workforce
L1 Consult
] Build a language profile

Make a plan
] Set out procedures and budget
[] Assess your health and safety information

Communicate for understanding

L1 Use appropriate forms of communication

] Use plain language

[] Get translations

[ Use standard picture safety signs

1 Check that employees understand your instructions

Provide language support
[1 Use bilingual staff
L] Provide interpreter services

Provide training

L1 Provide induction

L] Provide ongoing training

] Teach common workplace terms
L1 Offer English language training
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444 Consult

Starting out with proper consultation can
save you time and money by helping to
identify the range of languages spoken
in the workplace as well as employees’
preferred modes and forms of
communication.

One way to do this for new workers is to
collect the information during induction.
This process can also help you identify
employees who are bilingual and may
assist you to communicate with staff
whose English skills are limited.

Questions should focus on language skills
rather than nationality or place of birth
and should be based on self-assessment.
Employers should always seek permission
in recording this information, and if an
employee chooses not to provide this
information, this preference should

be recorded.

Language profiling should only take place
once the employee has been engaged. You
should always explain why the information
is being collected and how it will be used.

Under the OHS Act, employers must
consult with employees when identifying
and assessing hazards or risks, and
when making decisions about risk control.
Therefore, you must ensure that there
are appropriate arrangements in place

to consult employees from culturally
and linguistically diverse backgrounds.
‘Employees’ includes independent
contractors (and any employees of the
independent contractor(s)) who perform
work which the employer has, or should
have, control over.

If employees are represented by health
and safety representatives (HSRs),

the consultation must involve those
representatives. If your employees, or
their HSRs, do not have strong English
skills, you must ensure you consult them
in a way that is effective and meaningful
— See Your health and safety guide to
Consultation for further information.
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444 Find

You should work out what information
you need to give your workers and assess
whether it can be easily understood by
everyone in the workplace.

All workers need to be informed about:
 the company’s health and safety policy
and procedures

any hazards in the workplace

safe work procedures

procedures for safe operation, use,
maintenance or replacement of
protective equipment

injury and incident reporting procedures
consultation structures (e.g. health

and safety representatives, designated
work groups, management contacts
and meeting schedules)

procedures for resolving health

and safety issues

emergency and first aid procedures
safety signs and symbols.
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Employers must ensure that all of this
information is available to staff either in
their preferred language or in a form that
they can understand.

The most appropriate way to provide
information will vary between workplaces
and may depend on:
* the nature of hazards in the workplace
and the severity of the risks they pose
* the size of the organisation
* how many language groups are
represented and how big they are
* English and own-language literacy
and competency levels.



447 Fix

It's best to use face-to-face discussion and
demonstration where possible, as this is
the most effective way to communicate
across different languages and allows any
misunderstandings to be identified and
addressed immediately.

Written material should be used to back
up more direct communication, and
should be in clear and simple language,
with diagrams and examples to aid
understanding.

You need to work out whether translation
or interpreting is needed and source a
provider of these services, or identify
bilingual employees who may be able

to help. The Australian Institute of
Interpreters and Translators (AUSIT)

has a comprehensive listing of accredited
interpreters and translators on their website
at www.ausit.org

Where there is only a small group of
employees who speak a particular
language, it may be more practical to
provide information in English, but to
hold individual information, instruction
and training sessions, and set aside extra
time for explanations and questions.

In workplaces where there is a large
group of employees who speak the same
language, it may also be appropriate to:

* hold meetings in the relevant language
e translate health and safety information
* franslate safety signs.

Make sure consistent safety signs are used
and that employees are taught terms that
are common to the workplace, such as

the names of equipment and processes,
relevant job titles and key safety instructions.
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The most effective signs are clear and consistent, and use diagrams and simple language.
The meaning of all signs should be taught during induction, but the provision of safety
signs does not replace or reduce the need for proper, ongoing prevention measures.

Circle:

White background
with red borders and
cross bar, black
symbol

Triangle: Rectangle: Circle:

Yellow background Green background, Blue background,
with black border, white symbol white symbol
black symbol

Stop and prohibition
signs

NO SMOKING

Caution signs Emergency-related Protective equipment
information signs

EXIT)

HEARING
PROTECTION
MUST BE WORN

You should also set up a system for collecting and storing health and safety information
and resources, including translations.
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444 Review

Regardless of the communication
techniques used, employers are required
to check that the information provided
has been fully understood.

This can be done by asking the employee
to repeat a demonstration, to identify
equipment used or to explain the
meaning of safety signs. Questions
should be phrased so that the employee
is required to give more than a ‘yes’ or
‘no’ answer.

It's important to review your arrangements
regularly to ensure they are working well
and are still adequate, particularly if the
language profile of the workforce changes.
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sececssscssccsne secsccssccsscns seecssee
secsccssccsscns seecsscssscsscne seessens
seessecssccsece secessccsscccns seeessecs
sececsscssecsne seecssecsscssece secsccsse
secsccssccsscns seessecsscssece secssessee
seecssecssccse s sececsccsseccns EEEEEEEEEE

secsccssccssens seessccsscssene seesccssecse

GLOSSARY I,

Bilingual — The ability to use either one of two languages with equal fluency, especially
when speaking.

Culturally and linguistically diverse workplace (CALD) — A workplace where some workers’
preferred language is not English or where some workers come from a non-English
background or nationality.

Employee — A person employed under a contract of employment or contract of training.
Employer — A person who employs one or more people under contracts of employment

or contracts of training.

Health and safety representative (HSR) — A member of a designated work group elected

to represent employees on matters relating to occupational health and safety.

Interpreter — A professionally qualified person who takes information from an oral or sign
language and converts it into another language to assist communication between people
who use different languages.

Plant — Any machinery, equipment, appliance, implement and tool; and any component
of any of those things; and anything fitted, connected or related to any of those things.

Translator — A professionally qualified person who converts written text from one language
to another.
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WorkSafe
Victoria

WorkSafe Advisory Service

222 Exhibition Street
Melbourne VIC 3000

Phone 03 9641 1444
Toll-free 1800 136 089
Email  info@worksafe.vic.gov.au

Head Office

222 Exhibition Street
Melbourne VIC 3000

Phone 03 9641 1555
Toll-free 1800 136 089
Website www.worksafe.vic.gov.au

Local Offices

Ballarat 03 5338 4444
Bendigo 03 5443 8866
Dandenong 03 8792 9000
Geelong 03 5226 1200
Melbourne

(628 Bourke Street) 03 9941 0558
Mildura 03 5021 4001
Mulgrave 03 9565 9444
Preston 03 9485 4555
Shepparton 03 5831 8260
Traralgon 03 5174 8900
Wangaratta 03 5721 8588
Warrnambool 03 5564 3200

OO A N NN N NNNNNNNNNNN

YGT015/01/05.07




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (None)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /SyntheticBoldness 1.000000
  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <FEFF005100750061006c00690074007900200066006f00720020007000720069006e00740069006e006700200074006f00200069006e0068006f00750073006500200063006f006c006f007500720020006f007200200062002600770020007000720069006e0074006500720073>
  >>
>> setdistillerparams
<<
  /HWResolution [300 300]
  /PageSize [595.276 790.866]
>> setpagedevice


