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PROVISION OF INFORMATION FOR CULTURALLY AND LINGUISTICALLY DIVERSE PERSONS

Introduction
To keep workers safe, it is important that they have a full understanding of all work matters including hazard identification, control measures, signage and instruction. To do this it is important that information is provided to workers in a language or a manner in which they understand. ${legalname} is committed to ensuring all persons are provided with adequate information, training and instruction in a manner which can be understood.

Scope
This policy covers all workers, visitors and contractors of ${legalname} who require information or training and are culturally & linguistically diverse (CALD). This also includes workers with disabilities and /or who may not be able to read, write or understand English.

Definitions
Induction is the provision of information designed to inform a new or transferred worker, visitor or a contractor to a workplace and provide them with information concerning hazards and hazard control measures.

Cultural and linguistic diversity (CALD) is a term used to describe a very broad concept that encompasses the differences that exist between people, such as language, dress, traditions, food, societal structures, art and religion. The term CALD has replaced Non-English Speaking (NESB).

Translation Includes the provision of translators as well as translation of written materials.

Roles and Responsibilities
Managers/supervisors are responsible for:
· Ensuring all staff are adequately provided with work health and safety information, training and instruction that takes into account their communication requirements.
· Identification and assessment of health and safety information needs, taking into account requirements for CALD workers or workers with disabilities 
· Ensuring workers understand all induction/orientations conducted

Workers are responsible for 
· Following safe work practices and should report to their manager instances where they or other workers have difficulty understanding health and safety information

Procedure
Induction
All workers and contractors should be provided with an induction program. The induction /orientation program should include:
· A tour of the work/accommodation area
· An explanation of local amenities	
· Introductions to fellow workers in their work area 
· A description of general workplace hazards and safety signs.
· Specific health and safety instructions relevant to the area. 
· Details of emergency procedures including fire alarms, fire equipment, evacuation processes, first aid procedures.
It is recommended that written information be included in the induction process. The special needs of new workers should be considered prior to commencement. Where written information is being provided as part of the consultation it could be either translated into the appropriate languages or accompanied by a summary in plain English or presented in a way that gives people an opportunity to have it explained or clarified in their own language.




Training
Work Health and Safety (WHS) training should be tailored to the specific needs, including language needs, of the person to be trained. This applies to induction training, on-the job training and ongoing training. Training can be made available to workers in various formats and with audio/visual aids.

Communication
When communicating with workers:
· Ensure clear, accurate and relevant information is supplied.
· Provide instructions in a straightforward and logical sequence. 
· Avoid jargon (unless clearly explained as part of the industry/company culture) and unfamiliar or overly technical terms).
· Read through documents and explain to any workers with literacy needs.
· Use multiple methods of communication such as verbal, visual and audio - don’t just rely on written forms.

In addition:
· Display pictorial/multilingual safety signs – where appropriate.
· Request the workers demonstrate their understanding of the job
· Use accredited interpreters when communicating with CALD workers, or Auslan interpreters for workers with a hearing impairment.
· Utilise the skills of bilingual workers in communicating information - these workers may need training to undertake their role

References
Work Health & Safety Act 2012 (SA)
Work Health & Safety Regulations 2012 (SA)
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