UON Health and Safety Guideline: HSG 4.1
Risk Management
1.

Purpose
This document provides guidance on how the University manages the hazards and risks
to workplace the health and safety.

2.

Scope
This document applies to the University Council, Executive Committee, Managers and
Supervisors, the Health and Safety Team, Health and Safety Committees, and Workers.

3.

Definitions
In the context of this document, the following definitions apply:
(a)

Executive Committee means the Vice-Chancellor, the Deputy Vice-Chancellors,
the Pro Vice-Chancellors, the Chief Operating Officer and the Chief Financial
Officer.

(b)

Leaders/Supervisors means any member of the University who is responsible for
supervising staff and/or undergraduate or postgraduate students and/or for leading
research projects.

(c)

Worker means an employee, conjoint, student on work experience, contractor, subcontractor, and volunteer.

(d)

Hazard means a situation in a University workplace that has the potential to harm
the health and safety of Workers or to damage buildings, plant or equipment.

(e)

Incident an unplanned event that caused, or had the potential to cause, injury or
illness to a person.

(f)

Risk means the likelihood that a hazard will cause harm and the consequence of
that harm.

(g)

4.

IMS means the University’s online incident management system.

Guidelines
Managing the health and safety risks of University activities and implementation of
appropriate controls is critical to meeting the University’s duty of care to provide a safe and
healthy workplace.
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Managing workplace health and safety risk involves four steps:
(a)

Identify Hazards - find out what could cause harm;

(b)

Assess risks, if necessary - understand the nature of the harm that could be caused by
the Hazard, how serious the harm could be and the likelihood of it happening;

(c)

Control risks - implement the most effective control measure that is reasonably
practicable in the circumstances; and

(d)

Review control measures - to ensure they are working as planned.

These steps are described in more detail below. Attachment 1 is a flowchart which depicts
the risk assessment process.
4.1
(a)

(b)

Hazard Identification
Hazards generally arise from the following aspects of work:
(i)

The physical work environment;

(ii)

The equipment, materials and substances used at the workplace;

(iii)

Work tasks and how they are performed; and

(iv)

Work design and management.

There are several methods that are used for identifying hazards in the workplace:
(i)

Workplace safety inspections;

(ii)

Analysis of incidents and injuries to identify trends;

(iii)

Consultation with employees and contractors;

(iv)

Direct observation of the workplace and the tasks being performed by leaders,
supervisors and others during routine visits to the work area;

(v)

Reviewing other documents such as Safety Data Sheets (SDS) or Safety
Alerts from the University or other organisations;

(vi)
(c)

Internal and external audits.

All identified hazards should be documented in the Hazard/Risk Register for the area
(see Attachment 2).

(d)

Hazards are to be reported to the relevant supervisor and entered into the online
Incident Management System (IMS) so that ongoing actions can be monitored.
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4.2

Risk Assessment
(a)

When a hazard has been identified or whenever an activity, procedure or
event is being planned, that may introduce a hazard, a risk assessment
should be conducted.

(b)

A risk assessment considers the likelihood that a hazard will cause harm and
the severity of injury, illness or damage for each hazard.

(c)

Risk assessments are best undertaken by using the University’s Risk
Assessment Matrix (see Attachment 3) in consultation with Workers who are
involved with the work. The Health and Safety Team are available to assist
with this process if required.

(d)

The value of a risk assessment is to provide direction for allocation of
priorities for corrective action to prevent the hazard causing harm. It also
helps to determine the level of control that is required to prevent that harm
with reference to the hierarchy of controls (see paragraph 4.3 below). As a
guide, the time frames for action depending on priority are as follows:
(i)

Extreme: Control within 48 hours if the situation is life threatening but
as a minimum within one month;

(ii)

High: Control within one to three months depending on the situation;

(iii)

Medium: Control within three to six months depending on the
situation;

(iv)

Low: Risk may be acceptable or schedule further control according
to the plan for facility and infrastructure improvement.

4.3

Risk Control
(a)

Where risk control measures are required, they should be determined by
reference to the hierarchy of controls. This lists methods of risk control in
preferred priority order:
(i)

Elimination: Removing the hazard completely if possible.

(ii)

Substitution: Substituting (wholly or partly) the hazard giving rise to
the risk with something that gives rise to a lesser risk.

(iii)

Isolation: Isolating the hazard from any person exposed to it e.g. by
guarding moving machinery, enclosures, barriers.

(iv)

Engineering: Use of engineering devices such as ventilation, fume
hoods, mechanical lifting devices, presence sensing devices, oxygen
level alarms.
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(v)

Administrative:

Use

risk

assessments,

Standard

Operating

Procedures (SOP) and work instructions, signs, Permit to Work
systems, training, supervision.
(vi)

Personal Protective Equipment (PPE): The provision and use of
suitable PPE to protect the person from the hazard e.g. hearing
protection, safety glasses, goggles or face shields, respirators,
disposable overalls, gloves. This is a last line of defence as the hazard
is still present.

(b)

In practice there is usually more than one level of control from the hierarchy
of controls applied to manage the risk of harm.

(c)

The selected risk controls should be added to the Hazard/Risk Register and
the Risk Assessment Matrix.

(d)

Where the procedure or activity contains a high risk component or an
increased risk, those who may be affected by the hazard should be
consulted, and instruction and training will be provided to ensure they
understand the risk controls to be applied.

4.4

Risk Review
(a)

The leader or supervisor of each area should review of all the risk
management procedures for the area periodically e.g. every two years. This
review will be carried out in consultation with the local Health and Safety
Committee.

(b)

Where the activity which gives rise to the hazard is ongoing for any period of
time, the specific Risk Assessment for that activity should be reviewed:
(i)

At least every two years as a minimum; or

(ii)

If the control is found to be not managing the risk e.g. an incident
occurs; or

5.

(iii)

Whenever the activity or procedure is changed; or

(iv)

Whenever a new hazard is identified.

Reference Documents
UON Health and Safety Management System Framework
UON HSG 4.3 Managing Change
UON HSG 4.4 Health and Safety the design of Projects
Risk Management training module
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6.

Attachments
1. Risk Assessment Flowchart
2. Hazard/Risk Register
3. Health and Safety Risk Assessment
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Attachment 1. Risk Management Flowchart
New procedure or
activity is required or
new hazard identified

Commence the process
or activity

Implement the identified
controls

Identify the tasks
involved with the activity
and the hazards of each
step

Reassess the risks of
the activity every 2
years or if another
hazard is identified

Record who was
instructed and when

Commence the process
or activity

Communicate the safe
method of work with
everyone who may be
involved with the event
or process.

Does the activity involve
a hazard?

No

Yes

Assess the risk posed by
each hazard to a person
using the Risk
Assessment Matrix
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Determine the risk
controls required to
eliminate or minimise the
risk of harm and
document in the Risk
Assessment Matrix

Obtain a review of the
proposed controls and
safe method by suitably
competent person

Consult with the people
who may be effected by
any of the hazards
involved
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Attachment 2.

Hazard/Risk Register
FACULTY/DIVISION:
Ref #

Location / Task /
Equipment
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DEPARTMENT:
Hazard

Risk

DATE REVIEWED:

BY WHOM:

Risk

Current Risk

Date

Additional Risk

Proposed

Score

Controls

Implemented

Controls Reqd

Date
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Attachment 3.

UON HSG 4.1 H&S Risk Management
Uncontrolled when printed

Version 6: Issued September 2017
Page 8 of 11

UON HSG 4.1 H&S Risk Management
Uncontrolled when printed

Version 6: Issued September 2017
Page 9 of 11

UON HSG 4.1 H&S Risk Management
Uncontrolled when printed

Version 6: Issued September 2017
Page 10 of 11

UON HSG 4.1 H&S Risk Management
Uncontrolled when printed

Version 6: Issued September 2017
Page 11 of 11

