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	TasTAFESAFE
WHS Hazard/Risk Identification, Risk Assessment/Management & Control Procedure 



	Procedure scope
	This procedure applies to all TasTAFE staff.  It covers all sites operated by TasTAFE and locations where TasTAFE staff visit as part of their normal work.

	Procedure purpose

	The purpose of this procedure is to provide information on the process for WHS risk management and control within TasTAFE.  It is a planned proactive process co-ordinated by the Senior Consultant Work Health and Safety, which outlines how hazards/risks may be risk assessed and appropriate risk control measures implemented, monitored and reviewed.

	Definitions/acronyms

	· Work Health and Safety Management System (WHSMS)
· Work Health and Safety (WHS)
· Person in Control of a Business or Undertaking (PCBU)
· Standard Operating Procedure (SOP)
· Safe Work Method Statement (SWMS)
· Job Safety Analysis (JSA)

	Procedure statement






	The procedure provides guidance and information and identifies the tools necessary to integrate hazard/risk assessment and/or management, into established business activities.
Process
The Risk Assessment and Risk Management process systematically addresses the following criteria:
· Schedule a hazard/risk assessment (this can be an intellectual process)
· Establish the team
· Identify the hazards
· Assess the initial Risk
· Identify Risk controls
· Accept Risk controls
· Implement Risk controls
· Document
· Monitor and Review
· Process evaluation
Plan a Hazard/Risk Assessment
The hazard/risk assessment leader should outline the scope of work for the risk assessment, the resources to be used, and schedule accordingly.  The forms that may be used are:
· Risk Assessment – template
· Risk Score Calculator
· Manual Handling Risk Identification Register
· Risk Assessment Review template
· Hazard Identification Checklist
Establish the Team
According to the scope of the hazard/risk assessment needing to be completed, the hazard/risk assessment leader for the hazard/risk assessment, will establish a team to assist in carrying out the hazard/risk assessment, that team may consist of but not be limited to, any of the following:
· Operator/user (person who would usually perform the task)
· Supervisor or manager
· WHS Committee member or representative, where applicable
· External experts
· Student representative, if the risk assessment is being carried out in their work/task area
· When selecting a team, ensure that the integrity of the process and the outcomes of the hazard/risk assessment are not compromised. The assessment team should be briefed with the following information:
· Purpose and Scope including constraints
· Role and responsibilities
· Hazard/risk assessment process
· Reporting requirements
	
Identify Hazards/Risks
	The team should consider where applicable:
· Relevant documents
· Inspection reports
· Audits
· Design drawings
· Manufacturers specifications/manuals
· Guidelines and work instructions – SOP’s, SWMS’s, JSA’s
· Workplace layouts
· Existing hazard controls (if any)
· Past illness, injuries and incidents.
· Information from relevant employees.
· Hazards associated with systems, plant, substances, facilities, processes, 	and practices that may be encountered in the area under review.
· Hazards that may exist under abnormal and emergency conditions.
· Reference to Hazard Identification Checklist, Risk Profile and/or Workplace Inspection Checklists. 
· Reference to applicable legislation, advisory standards, codes of 	practice, guidance notes, Australian Standards and SOP/SWMS/JSA requirements.
Assess Initial Risk
The Hazard/Risk Assessment team conducts an initial hazard/risk assessment on the identified hazards, using the Risk Assessment template.  	This determines the probability and severity of an incident occurring and 	records the findings and documents the proposed controls.

Identify Risk Management Controls
The aim is to eliminate risks where reasonably practicable or as a minimum, implement controls that reduce or control the risk. In determining the most effective and efficient risk controls, consider the following:
· The final risk score of each control measure
· The benefit of each option including the cost of implementation
· The effectiveness of existing risk controls
· Legislation, advisory standards, codes of practice, guidance notes, 		Australian Standards and SOP, SWMS and JSA requirements
· Where control measures are already in place, review their 			effectiveness to see if the level of risk can be further lowered.
· Recommend to management the preferred risk control options.  		Where applicable consider short-term (interim) and/or long term 		(permanent) control options as necessary
· Ensure that the implemented controls do not compromise the ability 		to react to any emergency.  
· Ensure that the implemented risk control does not introduce any new 		hazards 

Accept Hazard/Risk Management Controls
The final hazard/risk is determined after the appropriate control measures have been proposed:
· The final acceptance of the risk control will be a matter for the 	CEO to 	decide.
· On review of the Risk Assessment the CEO indicates acceptance of the 	proposed risk control by placing a tick in the box provided.
· The Senior Consultant Work Health and Safety, together with the Manager 	Employee Relations will define in the relevant Action Plan the 	implementation actions and in doing so consider:
· Establishing a pilot program/test period
· Communication with staff directly, via the WHS Committee, memo, safety bulletin or Tool Box Talks
· Obtain appropriate licencing or certification, for example
· Seek feedback from users/operators and their supervisors/team leaders/managers
· Ensure a logical and sequential implementation schedule 
· Inspections, audit results, reference to Workplace Inspection procedure 
· Maintain training records 
· Maintain document and plant/equipment/process records
· When the agreed hazard/risk management controls have been approved, 	the agreed change must be placed onto the relevant Action Plan. This 	finalises the assessment process and starts the control implementation 	action process.  The relevant Action Plan is to be tabled and discussed at 	WHS Committee meetings to track progression of implemented change and 	the effectiveness of the 	change.
        
Implement Risk Management Controls
Hazard/Risk controls are transferred to the relevant Action Plan for implementation.

Document
The completed Risk Assessment shall be assigned to the appropriate Risk Assessment Register and remain on the Risk Assessment register.  The hard copy form with appropriate signatures will be kept in the Risk Assessment file managed by the Administrative Officer Employee Relations..
      
Monitor and Review
Monitoring and review of the risk management controls may occur via one or more of the following activities:
· Action Plan
· Audit outcomes
· Scheduled inspections or incident investigations
· Incident statistics
· Student/Customer satisfaction or complaints
· Feedback, from employees, visitors or contractors
· Periodically review the possibility of new controls measures (such as new technological developments) that may further reduce the residual risk.
The current Risk Assessment is monitored and reviewed in accordance with the Risk Assessment Register review schedule information.
The Risk Assessment review schedule is determined by the risk assessment residual risk score, as follows:

    High	=	6 – 12 monthly
    Medium	=  	12 monthly to 2 yearly
    Low	=  	2 – 3 yearly

Process Evaluation
Evaluation of the Hazard Identification, Risk Assessment/Management, and Control process occurs via the System Review process. Refer to the WHS Auditing and System Review Procedure.  



	Responsibilities
	The Executive is responsible for the implementation of this procedure.  Assistance will be provided by the Senior Consultant WHS.  



	
Legislative/statutory requirements

	References
· Tasmanian Work Health and Safety Act 2012 and Regulations
· National State Advisory Standards, Codes of Practice & Guidance Notes
· AS/NZS 4801:2001 – Occupational Health and Safety Management Systems
· AS/NZS ISO 31000:2009 -Risk Management.
· Australian Standards Data Base

	Associated documents

	· Risk Assessment Template
· Risk Score Calculator
· Manual Handling Risk Identification Register
· Risk Assessment Review Template
· Hazard Identification Checklist   

	Measure of effectiveness
	· This procedure will be measured by the successful creation of Risk Assessments, reviewed at designated interval times according to the residual Risk Score and Hazard/Risk Management Controls reviewed as part of the annual review of the TasTAFESAFE WHSMS.

	Induction requirements
	Executive members will need to be made aware of this procedure as part of their induction process.




Contact Points
	Responsibility
	Position Title
	Contact Person
	Contact number

	Executive Owner
	Director People, Safety and Culture
	Jim Burden 
	6270 5453

	Policy Owner
	Senior Manager Health and Safety
	Keith Rolls
	0436 854 303

	Contact Person
	Health and Safety Project Specialist
	Denise Collighan
	0367 772 646



Version History
	Policy Reviewed Every: (Maximum 12 months from implementation or date of last review) 
	Next Review Date:  

	Version 
	Date
	Changes - section and description

	2
	3/10/16
	Removed People Culture and Safety replaced with Employee Relations
Review date added

	2.1
	16.07.2020
	Updated Contact Points in line with new Organisational Structure Update of diagrams to reflect changes mentioned above.

	2.2
	26.09.2023
	Updated Policy Owner, PPC Manager to DPPC.

	2.3
	18.01.2024
	Updated Executive Owner and Policy Owner Position Title from Director People, Performance and Culture to Director People, Safety and Culture and Contact Person from Senior Consultant WHS to Health and Safety Project Specialist and Policy Owner from Director People Safety and Culture to Senior Manager Health and Safety.






	Document control number:  DOC/19/54249[v5]
	This document is uncontrolled when printed. 

	Version: 2
	Check the TasTAFE intranet for the current version of this document
Last printed: 24/02/2014 1:59 PM
Page 5 of 5

	Issue Date: 4/3/14
	

	Last reviewed: 30/4/17
	



image1.png
/.
’—\\ \:"I

TasTAFE ~r
Tasmanian
Government




