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SECTION 1 - INTRODUCTION
PURPOSE

An effective OHS risk management process is an integral part of a healthy Occupational Health and Safety Management System. This procedure describes the steps that are to be taken to ensure so far as is reasonably practicable that health and safety hazard’s are identified in Swinburne places of work and controls implemented to eliminate or mitigate the risk to persons as far as is practicable.
This procedure is in accordance with Swinburne’s Risk Management Policy.
The undertaking of risk assessments and documentation of the process will assist managers in understanding the decisions made around health and safety and also help Swinburne demonstrate that it has considered and identified foreseeable OHS risks and taken action where practicable. 
SCOPE

This procedure applies to all Swinburne activities and operations including those activities delegated to third parties. This procedure excludes Sarawak campus.
DEFINITIONS
	Word/Term
	Definition

	Hazard
	Condition or situation which has the potential to cause injury or illness (physical or psychological) or damage to property and the environment.

	Head of Management Unit
	A person with manager / supervisory responsibility that is recognized within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources.

	Health and Safety Representative / Deputy Health and Safety Representative  (HSR or DHSR)
	A member of a designated work group who has been elected and holds office in accordance with the provisions of the Occupational Health and Safety Act 2004.

	Hierarchy of Control
	The Hierarchy of Control is the preferred priority for risk control, emphasising hazard elimination and, where this is not possible, risk minimisation and other considerations:

· elimination of hazard

· substitution of hazardous processes or materials with safer ones

· engineering controls (i.e. isolation)

· administrative controls 

· Personal protective clothing & equipment. 

	Incident


	An event or sequence of events resulting in the loss of control over a hazard. Such an incident may result in injury to a person or damage to property or equipment or facilities.

	Injury
	Work related injury / illness, categorised as ‘No treatment’, ‘First aid’ and ‘Medical injury’. And includes psychological injury.

	Near Miss


	An incident / event which had the potential to cause injury or damage to equipment, machinery, property, facilities. 

	Reasonably practicable 
	Means having regard to: 

· the severity of the hazard or risk in question; 

· the state of knowledge about that hazard or risk and any ways of removing or mitigating it; 

· the availability and suitability of ways to remove or mitigate that hazard or risk; and 

· The cost of removing or mitigating that hazard or risk. 

	Risk
	How severely can someone be harmed by the hazard, and how likely it is that a person will be harmed by the hazard.


LEGISLATIVE CONTEXT
	Name
	Location

	Occupational Health and Safety Act, 2004 


	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319


RESPONSIBILITIES

	Responsibilities

	Heads of Management units shall:

· Ensure systems are in place to identify health and safety hazards in their areas.
· Ensure, as far as is reasonably practicable, that adequate financial provision is made available to implement corrective / preventive actions identified from risk assessments.

· Ensure that the appropriate staff receive risk assessment training to carry out their role/s.

	Managers shall:

· Ensure via information, training, instruction and supervision all staff and students are aware of their responsibilities under this procedure.

· Undertake risk assessments for hazards identified.

· Consult with health & safety representatives as required.
· Ensure risk controls are reviewed and where necessary revised whenever changes occur, on report of an injury or on request by a health & safety representative.

	Staff & Students shall:

· Take reasonable care for their own health & safety, and for the health & safety of anyone else who may be affected by their acts or omissions in the work / study environment.

· Follow local arrangements / guidelines developed under this procedure and any other additional requirements set out by their department or manager.

· Report any hazard, incident / near miss or injury / illness as they become aware of these. 

	The OHS Consultant shall:

· Assist Heads of Management Units and Managers to ensure training has been delivered to the appropriate personnel in enable them to fulfil their obligations under this procedure.

· Provide information and guidance to Heads of Management Units, Managers / Supervisors, Health & Safety Representatives and OHS committees on hazard identification, risk assessment and control and make recommendations to improve risk assessment processes.

	Health & Safety Representatives:

Have a key role to play in dealing with OHS issues. They can assist greatly in the identification of hazards through the following:

· Participation in OHS Worksite Inspections

· Encouraging staff to report hazards, incidents and near misses in the workplace
· Facilitating consultation with staff in relation to hazards in their workplace.




SECTION 2 - PROCEDURE
PROCEDURE

	
	Procedure Steps
	Responsibility

	1.
	Step 1 – Hazard Identification  
	

	1.1
	Whether a manager is seeking to identify all OHS hazards in their department or wishes to undertake a risk assessment on a specific task / activity, a range of approaches can be adopted to assist in the identification of health and safety hazards in their work places. As a minimum Managers should:
· Consult with the health & safety representative (HSR) and / or personnel in relation to the activities and tasks they perform.

· Undertake a walk through of the work / learning spaces.
· Examine hazard, incident and injury reports received.
· Refer to OHS hazard identification checklists contained within Swinburne’s various OHS procedures e.g. Manual Handling Procedure – Manual handling hazard identification checklist
· Refer to manufacturer’s product information for plant / equipment.
· Review records of worksite inspections.
· Refer to legislative requirements e.g. OHS Regulations 2007 and / or Work Safe guidance material.
· Consult with peers to clarify industry knowledge.
· Consult with OHS Consultants – findings of OHS audits / OHS reports.
· Review minutes of Health & Safety committees and team meetings. 
The identification of health and safety hazards should also include special, ad hoc or extraordinary events e.g. emergency situations.
	Manager

	1.2
	Risk assessments are usually based on a particular activity or task. If a manager has a number of risk assessments to complete the manager will need to prioritise which risk assessments should be undertaken first (based on the perceived risk to staff and students).
	Manager

	1.3
	Managers should also identify all people that may be affected by the hazards such as:
· Staff and / or students directly involved. 
· ‘Neighbours’ such as other workers, students or a business operating at an adjacent site.
· Contractors, maintenance and cleaning staff.
· Visitors and members of the public.
	Manager

	2.
	Step 2 – Risk Assessment  
	

	2.1
	A risk assessment is the process of looking for hazards that have the potential to harm people, in the objects being used, work environment and / or work processes adopted. Some risks are visible; others are only evident and able to be understood when a work task is observed.
The use of a risk matrix assists the manager to better understand the severity of risk which in turn enables managers to prioritise which hazards to address first. The risk matrix requires managers to consider:

1. The consequence of the potential harm.
2. The likelihood of the harm occurring.
	Manager

	2.2 Risk matrix
LIKELIHOOD

CONSEQUENCE

Rare
The event will only occur in exceptional circumstances
Unlikely
The event is not likely to occur in a year
Possible
The event may occur within a year
Likely
The event is likely to occur within a year
Almost Certain

The event is almost certain to occur within a year
Catastrophic
(Accidental death / serious injury)
Significant Risk
Significant Risk
High Risk
High Risk
High Risk
Major 
(Serious injury)
Low Risk

Moderate 

Risk
Significant Risk
High Risk
High Risk
Moderate
(Lost time due to workplace injury)
Low Risk

Low Risk

Moderate 

Risk
Significant Risk
High Risk
Minor
(Minor workplace injury – no lost time)
Low Risk

Low Risk

Low Risk

Moderate Risk
Significant Risk
Minimal

(No injury)
Low Risk

Low Risk

Low Risk

Low Risk

Moderate Risk


	2.3
	The consequence considers the potential harm to personnel. If the hazard is not controlled how serious an injury is likely to occur? Managers should consider what controls are already in place to eliminate or minimise this outcome. When the worst possible outcome has been identified managers can circle the relevant consequence in the risk matrix.
	Manager

	2.4
	The likelihood considers the chance that the hazard will eventuate in an injury / illness.  When considering likelihood managers should also consider:

· How frequently and how long people are exposed to the hazard;
· The numbers of people exposed to the hazard.
· The level of skill / competency of the people exposed to the hazard.

Select the likelihood by circling the relevant consequence in the risk matrix.
	Manager

	2.5
	Once the consequence and likelihood have been determined for the hazard, the manager can assign the hazard a risk rating. The higher the risk rating assigned, the higher the level of risk associated with the hazard.
	Manager

	2.6 Example OHS risk assessment
Lifting a box weighing 20 kg off a shelf above shoulder height
· Consequence?

· Major - Serious injury to staff, students or visitors to Swinburne

· Likelihood?

· Almost certain - The event is almost certain to occur within a year. 
LIKELIHOOD
CONSEQUENCE 

Rare
The event will only occur in exceptional circumstances
Unlikely

The event is not likely to occur in a year
Possible
The event may occur within a year
Likely
The event is likely to occur within a year
Almost Certain

The event is almost certain to occur within a year

Catastrophic

(Accidental death / serious injury)


Major 

(Serious injury)


Moderate

(Lost time due to workplace injury)

Minor

(Minor workplace injury – no lost time)

Minimal

(No injury)

High Risk

Significant Risk

Moderate Risk

Low Risk

Immediate action required

√
Action required as soon as possible

Action required within 1-3 months

Monitor the hazard

Minimal action



	3.
	Step 3 - Control Selection / Recommendation
	

	3.1
	Managers need to make sure that the risks are reduced so far as is ‘reasonably practicable’, and ask what more can be done to control the risk. When identifying controls managers need to remember:

· The more effective the control measures, the more lasting the effect of control.

· At times it may be necessary to implement more than one type of control to effectively manage the risk.

· Sometimes a control can’t be actioned straight away due to costs / resources.
· There may be a need to implement immediate (short term) and medium (long term) controls until such time a long term solution is implemented.

· Controls should be selected in response to the level of risk posed by the hazards, and the practicability of the control.
	Manager

	3.2
	The hierarchy of controls is a useful tool which managers should consider when identifying controls. The control options at the top of the hierarchy are most effective; they do not require further management once they are implemented.  The further down the hierarchy of controls, the more ongoing management and effort is required in maintaining control over the hazard.
	Manager

	3.3
	
Safe place controls

Involves modifying the workplace in some way to eliminate or reduce the risk
Elimination

Substitution

Isolation

Engineering

Administration

Personal Protective Clothing & Equipment (PPE)

Safe person controls

Requires the people in the workplace to behave in a particular way to reduce the risk



	3.4
	Elimination is the first control option that needs to be considered.  If it is possible to cease the activity, no further risk control actions will be required in the future because the hazard no longer exists.  

· Is it possible to discontinue the use of a product / chemical / process / machine?

For example abandonment of a laboratory practice which involves hazardous substances. 

	3.5
	Substitution is where the item that poses a hazard is replaced by a similar item that does the same job, but has a lower hazard level. 

· Is there another chemical, machine, process that we can use that does the same job, but has lower levels of risk?

For example water based instead of solvent-based paint, using chemicals of lower concentration, painting with brush instead of spray painting.

	3.6
	Isolation is used to isolate the hazards from the persons that it can harm.  
Can the object / area / process be surrounded in such a way so it can not impact on any person? 

· Can the person be placed in a control booth?

· Can the object / area be controlled from a remote location and without increasing the risk?

For example fume cupboards, sound enclosure booths, fencing around trenching operations, remote control operations.



	3.7
	Engineering is changing the process, equipment or tools in such a way that the risk is reduced. 

· Is there any way to modify or change the machine / process / object so that a person is not directly exposed to the hazard?  
· Is there a way to modify the object / process / machine so that the exposure is minimised?

· Is there any way in which the machine / object / process can be modified to give greater control over the process and potential exposures?

For example machine guarding, ventilation and extraction systems, wetting down techniques to minimise dust, mechanisation of process.

	3.8
	Using administrative guidelines, procedures, rosters, training etc, to minimise the impact of a hazard on a person. 

· Can safe work procedures be developed and implemented to minimise the risk? 

· Can information, instruction and training be provided to help minimise the risk?

· Can shift roster arrangements limit the exposure?

For example job rotation, safe operating procedures or lock out procedures.

	3.9
	This is the least effective means of controlling risks and can be expensive in the long term.  Personal Protective Clothing & Equipment (PPE) should not be considered unless all other control options have been exhausted.  If PPE is to be considered it should be implemented as a program, which includes: 
· Appropriate selection of PPE, 
· Training of personnel in correct use of PPE, 
· Maintenance of PPE, 
· Supervision to ensure correct use. 
If PPE is necessary, managers can refer to Swinburne’s OHS PPE Procedure for guidance. 

	3.10
	It is important to assess if a control identified may introduce new hazards into the workplace. If so, Managers need to ask as to whether the control identified remains the preferred option and how any new risks are to be controlled.
	Manager

	3.11
	Finally, the manager needs to ensure that each further control is listed in the risk assessment document. The name/s of the person/s who will implement the controls together with time frames is also to be recorded in the risk assessment form. Examples of risk assessments can be located on Swinburne’s OHS web page OHS Risk Assessments. 
	Manager

	4.
	Step 4 – Corrective actions register
	

	4.1
	All departments should develop an OHS corrective actions register so that managers are able to monitor the hazard control process. This register should list all OHS corrective actions identified, whether these are identified out of a risk assessment, work site inspection or incident report. Monitoring should be done on a regular basis, and can be achieved through management or department meetings. 
	Manager

	4.2
	When managers are deciding on time frames for the implementation of controls they should consider both high risk and lower risk hazards when setting priorities.  

Some controls may be easily implemented or require little or no expense - these should be implemented quickly.  For OHS corrective actions not able to be implemented immediately because they require more work, resources or funds, short term interim actions should be implemented to manage the risk in the interim.
	Manager

	4.4
	Managers should ensure that corrective actions identified are clearly written so they can be easily understood by others. Other persons accessing the register should be able to determine what the control action is, the status of the action, when the action is due to be implemented and who is responsible.
	Manager

	4.5
	Once corrective actions are implemented these should be signed off, and verified as complete and recorded in the register.
	Manager

	5.
	Step 5 - Review and Improve
	

	5.1
	Step five of the OHS risk management process involves reviewing and improving existing OHS risk control systems.
A systematic evaluation and review schedule will also identify potential new hazards as well as check how effective existing controls are.  

Other triggers for undertaking an OHS risk assessment are if the department is:
· Commencing a new activity 

· Purchasing new or used equipment, hiring equipment, or using new substances and processes 

· Planning for the impact of new OHS legislation 

· Responding to incident / hazard reports 

· Responding to issues raised by HSRs or others 
· When new information becomes available regarding the nature of the hazard, or if new or more effective control methods become available or practicable.
	Manager

	6.
	Documenting the OHS risk management process
	

	6.1
	Swinburne’s OHS risk assessment and control form (or equivalent) is to be used to record the identification of OHS hazards, assessment of risk and identification of controls.
If a manager is seeking to identify and risk assess a specific hazard across his / her department she / he can use a dedicated risk assessment form specific to the hazard e.g. manual handling risk assessment, plant risk assessment. These documents can be found in the relevant Swinburne OHS procedure.

Departments are required to develop internal documents and / or systems to record all corrective actions identified from the risk assessment process. 
Managers are responsible for the monitoring of the implementation of corrective actions and the recording of this process.
	Manager


SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	Appendix A OHS Risk Assessment & Control Form (short version)
	
	Local level

	Appendix B Corrective Actions Data base
	
	Local level

	Appendix C OHS Risk Assessment & Control Form (long version)
	
	Local level


*University Disposal Schedule is available at http://www.swinburne.edu.au/corporate/scs/rms/retentionanddisposal.html
Related Material
	Name
	Location
	Document Type

	Swinburne OHS Policy
	PPD
	Policy

	Risk Management Policy
	PPD
	Policy

	Plant Safety Procedure
	PPD
	Procedure

	Manual Handling Procedure
	PPD
	Procedure

	Noise Procedure
	PPD
	Procedure

	Hazardous Substances Procedure
	PPD
	Procedure

	First Aid Procedure
	PPD
	Procedure

	Working Alone / In Isolation Procedure
	PPD
	Procedure

	Incident / Hazard Reporting Procedure
	PPD
	Procedure

	Personal Protective Clothing & 

Equipment (PPE) Procedure
	PPD
	Procedure

	Work Site Inspection Procedure
	PPD
	Procedure

	Australian Risk Management Standard

AS/NZS ISO31000:2009 
	
	Standards Australia
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Please Note:  Printing this document may make it obsolete.
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