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Who am I?  
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What is risk management? 
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What is risk management? 

4 

Be positive and proactive 

in understanding your 

risks 

Do what you can and 

should do to reduce 

those risks 
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Understanding risks 

5 

It won’t happen 

to me… 
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However, our insurance claims tell us risks 

occur in businesses just like yours! 
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Preventing poor outcomes 

7 

Stop and think about 

what could happen… before it does! 
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The importance of staff 

8 

Don’t underestimate the importance 

of happy healthy staff! 
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What can go wrong - WHS 
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A staff member stood up off a chair whilst holding a child.  When she 

did this she felt a sharp pain in her knee which led to her being 

unable to work for the next week. 

A staff member was supervising children on the playground.  He saw 

a child begin to fall from the top of a slide.  He was able to quickly 

grab the child, however in the process he’s suffered tendon damage 

to his shoulder. 

When a staff member was changing a child’s nappy on a change 

table, she realised she didn’t have all the necessary supplies in her 

immediate reach.  Whilst trying to hold the child safely on the table 

and reach for the items she needed, she felt a twinge in her back. 
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What can go wrong – employment  

10 

Following complaints about an employee’s unprofessional conduct 

towards children, the manager conducted an investigation into the 

matter and subsequently decided to terminate the employee.  The 

employee then lodged an unfair dismissal claim with the Fair Work 

Commission. 

An employee resigned and the manager did not pay all of the 

outstanding wages and leave entitlements.  The employer stated this 

was because of the unprofessional conduct and behaviour of the 

employee since leaving.  A complaint was lodged with the Fair Work 

Commission. 

An already employed staff member undertook a course of further 

study.  During this period his salary was dropped to a trainee salary.  

The employee disputed this and claimed back pay. 
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What can go wrong - employment 

11 

A manager was considering dismissing an employee due to 

poor performance and other issues.  However as the 

conversation was approaching, the staff member informed the 

manager that she was suffering from depression. The 

manager sought legal advice as she didn’t want the dismissal 

to seem linked to the employee’s health. 

A manger sought legal advice on what can be done to deal 

with a poorly performing staff member who also has been 

demonstrating behavioural issues. Other staff and parents 

have complained to the manger about this employee. 
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Impact of incidents 

Possible impact on staff and the business 

• Low morale 

• Poor performing team 

• High staff turn over 

• High absentee rate 

• Financial cost 

• Wasted time 

• Stressed staff 
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WHS takeaway tips 
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1. Understand your obligations 

All employers and employees have an 

obligation to create a safe workplace. 

14 

Individuals and 

corporations 

convicted of 

breaching legislation 

may face fines or 

imprisonment.  
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2. Lead by example 

Will your staff do the right thing if you don’t? 

 

15 

Anyone in any ‘senior position’ 

needs to be sure they understand 

the influential role they play in 

educating lesser experienced staff 

members. 
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3. Regular inspections 

Identifying hazards and reducing risks is a 

job which is never complete. 

 

Create a process to: 

• Regularly inspect the workplace to 

identify WHS risks 

• Record these risks 

• Develop ways to manage these 

identified risks 

 

Also encourage ad hoc identification of 

risks. 
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4. Ensure staff understand the risks 
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Risks can’t be managed if they aren’t understood. 

• Identified risks need to be shared with all staff 

• Risk mitigation strategies must also be shared 

• Discuss the consequences of the risks occurring so they’re 

truly understood 

• Have regular discussions about risks, such as at team 

meetings 
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5. Whole staff focus 
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6. Safe set up of business 

Potential issues: 

• Crowding and limited space  

• Cots and highchairs that are not 

positioned well  

• Cots with bases that are low 

• Cots and highchairs that are fixed, 

e.g. non-adjustable sides, fixed 

highchair trays  

• Change tables requiring staff to 

reach for necessary items 

• Items stored on high shelves 

19 

Is the business set up to avoid injuries? 
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7. Staff training  

 

Don’t make assumptions about what your staff will know 

and understand. 

 

Teach them what they need to know. 

 

 

 

Training should be: 

• Both formal and informal 

• Ongoing  
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8. Reporting processes 

Keep a record of: 

• Identified risks and how they’re 

being managed 

• WHS incidents 

• WHS near misses 

 

21 

You need to keep a record of your risks. 
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9. Don’t cut corners or costs 

22 

Manage your WHS risks immediately and 

properly, don’t implement any half or 

compromised measures! 
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10. Use available resources 

23 

commerce.wa.gov.au/worksafe 

safeworkaustralia.gov.au 

business.gov.au 
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Employment takeaway 

tips 
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1. Understand employment law 

25 

Not knowing is no excuse! 
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2. Seek assistance 

26 

Know what support you're 

entitled to and make use of it! 
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3. Make recruitment a priority 

27 

Hire the right people the first time. 

 

Selecting the wrong person can become a very 

costly mistake. 
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4. Invest in and develop your staff 

28 

Formal 

courses and 

qualifications 

Short 

day 

courses  

 

Mentoring 
  

Promotional 

opportunities 

Team 

meetings 
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5. Have clear work expectations 

For staff to do the right thing, they need to know what the right 

thing is. 

 

Ensure you have: 

• Clear job descriptions 

• Company policies and procedures 

• Regular staff discussions  
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6. Keep records of staff interactions 

30 

This record means: 

• No one has to rely on their memory, which isn’t 

reliable 

• There is contemporaneous evidence if any issue or 

dispute arises.  

Make a record of the following discussions: 

• Staff meetings 

• Performance reviews 

• Disciplinary meetings 
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7. Separate personal and professional 

You don’t need to be best friends with 

work colleagues to work well together. 

 

In fact, close personal relationships can 

contribute to complicated working 

relationships. 

 

Consider the appropriateness of 

personal relationships with work 

colleagues. 
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8. Be mindful of social media use 

32 

Consider the 

impact of what 

you and your 

colleagues post! 
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9. Don’t make hasty decisions 

33 

Investigate 

the matter 

Be sure you 

are acting 

legally 

Seek advice 
Consider your 

options 

Take your 

time 
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10. Don’t underestimate staff impacts 

34 

You can’t run an early learning 

centre without children. 

 

However, remember that you 

also can’t operate your business 

without your staff. 
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