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4.2 Communication of Targets and Objectives Procedure at AGS (CANADA)

This comprehensive procedure outlines the necessary steps for effectively communicating,
implementing, and monitoring OSH targets and objectives in a private school setting. The
steps ensure adherence to ADOSH-SF guidelines and facilitate the establishment of a safe
and health-conscious educational environment.

1. Objective

To establish a systematic process for monitoring, investigation, and reporting of
Occupational Safety and Health (OSH) targets and objectives, as stipulated by the
ADOSH-SF guidelines, specific for AGS (CANADA) environment.

2. Procedures
Step 1: Develop OSH Targets and Objectives Procedures Documentation:

Create formal OSH Targets and Objectives Procedures. Ensure these align with Clause 3 of

the ADOSH-SF requirements and include:

Documented OSH targets and objectives, including mandatory key performance indicators
(KPIs) outlined in ADOSH-SF Mechanism 6.0.

Integration of the school’s OSH policy, legal requirements, risk management programs, and
relevant competent authorities' requirements.

Step 2: Communication Effective Communication Strategies:

Disseminate the OSH targets and objectives using diverse channels to ensure all levels of
the organization are informed. Methods may include:

Training Sessions: Organize workshops to familiarize staff with OSH objectives.

Internal Newsletters: Regularly publish updates highlighting OSH goals and achievements.
Notice Boards: Display key targets and upcoming safety-related events in common areas.
Digital Platforms: Use the school’s intranet or email systems for timely updates.

Step 3: Establish Measurable Targets and Objectives:

Measurable Outcomes: Define specific, measurable targets and objectives, utilizing
metrics such as:

Incident Rates: Monitor occurrences of accidents or near misses.

Training Completion Percentages: Track staff participation in safety training.
Compliance Rates: Assess adherence to safety protocols and procedures.

Step 4: Develop Supporting Programs Implementation of Programs: Create detailed
programs to meet identified targets, including:
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Resource Allocation: Identify financial, human, and material resources necessary for
implementation.

Proposed Methods: Outline strategies for achieving the objectives.

Timeframes: Establish realistic deadlines for accomplishing each goal.

Step 5: Monitoring and Evaluation Activities

Monitoring Processes: Implement ongoing monitoring to assess the progress of targets
through:

Regular Audits: Conduct safety audits to identify areas for improvement.

Safety Inspections: Perform routine checks of facilities.

Performance Reviews: Evaluate staff adherence to safety protocols.

Evaluation: Regularly review the effectiveness of strategies and programs, and modify
them based on the evaluation results.

Step 6: Assign Responsibilities

Responsibility Allocation: Clearly communicate roles and responsibilities for overseeing
each aspect of the OSH program to designated personnel. Ensure accountability for
monitoring and reporting on specific targets.

Step 7: Record Keeping Documentation:

Maintain thorough records of all monitoring activities, investigations, and OSH performance
reports to ensure traceability and support continuous improvement.

Step 8: Reporting

Reporting Mechanisms: Create a structured approach for reporting the status of OSH
targets to management and stakeholders, including:

Quarterly Performance Reports: Summarize progress and areas needing attention.
Dashboards: Utilize visual representations of key indicators for ease of understanding.

Step 9: Continuous Improvement:
Feedback and Adjustments: Employ insights gained from monitoring and evaluations to

enhance OSH objectives. Regularly adjust procedures to adapt to changing conditions and
feedback.
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3. Implementing Quarterly Performance Reporting

To achieve sustainability in OSH MS, the following quarterly performance reporting
procedure should be implemented:

3.1 Entity Quarterly Performance Reporting

e Report Submission: Ensure submission of Quarterly OSH performance reports
using ADOSH-SF forms as per the specified timelines:

o Q1:1st-15th April

o Q2:1st-15th July

o Q3: 1st- 15th October

o Q4: 1st - 15th January of the following year

e Content of Reports: Include incidents, injuries, safety training statistics, resource
allocation, and compliance to ensure a holistic view of the OSH landscape in the
school.

3.2 Reporting Compliance
e Adherence to Guidelines: Ensure all reports are compliant with:
o Relevant SRA or competent authority guidelines.
o Legal and regulatory requirements for OSH reporting.
3.3 Audit of Reporting

e Review Process: Implement a review to validate the reports submitted for accuracy
and completeness.

e Performance Monitoring: The school’s administration should continuously
evaluate performance against established KPIs and adjust strategies accordingly.

3.4 Feedback Mechanism

e Continuous Improvement: Utilize feedback to refine the OSH processes and
maintain alignment with safety objectives.

4. Conclusion

By following this comprehensive procedure, AGS (CANADA) can effectively communicate,
monitor, and report on its Occupational Safety and Health targets and objectives in
accordance with ADOSH-SF guidelines. This fosters a culture of safety and continuous
improvement, thereby enhancing the overall well-being of students and staff. Regular
evaluations and adjustments will help ensure the OSH MS remains relevant and effective in
managing risks and ensuring compliance with safety standards.
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