your safety, your future

I | P OHS GUIDELINE

Occupational Health & Safety Risk Assessment and
Management Guideline

| ntroduction

This guideline has been developed to assist stafstudents at the University of
Queensland to identify, assess and manage Occopbbiealth and Safety risks. It is
based on th&isk Management Code of Practice 2007

“Risk management is recognised as an integralgfaydod management practice. It
is an interactive process consisting of steps, lwhidien undertaken in sequence,
enable continual improvement in decision makingkRnanagement is the term
applied to a logical and systematic method of distaibg the context, identifying,
analysing, treating, monitoring and communicatiis§s associated with any activity,
function or process in a way that will enable oiigations to minimize losses and
maximize opportunities. Risk management is as nabdut identifying opportunities
as avoiding or mitigating losses.” Australian St@amdAS/NZS 4360:2004 — Risk
management.

All persons in the workplace have obligations urtierWorkplace Health and Safety
Act 1995. To help meet these obligations the WagplHealth and Safety Act,
Regulations, Codes of Practice including the Risinkyement Code of Practice 2007
and other codes of practice and standards havevin&éen. These documents

provide information about how to identify a varietfyworkplace hazards and how to
manage exposure to the risks associated with treessgrds.

The Occupational Health and Safety Unit at the Brsity of Queensland provides
advice to staff and students at UQ on all aspdaBcoupational Health and Safety
including Risk Management. Information and advgalso given in the form of
Guidelines, Policies, Hazard Alerts and Risk Mamagiet Programs which can be
found atwww.uqg.edu.au/ohsSpecialist staff at the Occupational Health Satety
Unit and Workplace Health and Safety Officers witBichools, Faculties and Centres
can assist with the risk management process. Bponsibility for ensuring risk
assessments are completed, however, rests witBughervisor at the workplace and
should be performed by the person/s undertakimgedorming the task. Supervisors
are responsible for checking the risk assessmehsignifying their approval of it.
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Overview of the Risk Management Process

Risk management is an ongoing process that sheulthbertaken:

. Now, if it has not been done before

. Whenany new work is planned including laboratory/workshop/coursekvo

. When planning or makingsagnificant change

. After an incident

. At regular intervals appropriate to the nature of the worgpland the hazards
present

. When legislative obligations (including regulatiatisange

Record Keeping

Adequate record keeping of the risk managemenegsowill help demonstrate to the

Division of Workplace Health and Safety or in ldaigon, that you have been actively

working to ensure safety at the University of Queand. Records must show that the

process has been conducted properly includingnmtion about the hazards,

associated risks and that control measures haveitmpdemented. Information

should include:

+ Identify hazards based on experience in workplexmrded data and other
information

« Assess the associated risks by making an evaluatithre level of risks to the health
and safety of workers, based on the consequenddgealihood of harm

- Select control measures from the hierarchy of cbiié.g. eliminate, substitute,
isolate or engineer out the risks, or reduce tHewugh administrative measures or
personal protective equipment) by selecting thédsgorder control method possible
and then proceeding down the list in order

« Implement or apply the selected control measuie()e workplace

« Monitor the control measures to ensure that theynaorking correctly to control the
risks and that no other risks have been introduced.

Effective risk management includes identifyingvadirkplace hazards, then carrying
out a risk assessment for each hazard and asséssisgverity of each risk and using
this assessment to assign the risk a priority. s€hisks with the greatest severity are
managed first and then those that are less serious.

Hazards and Risks

Hazards and risks are not the same thing.

A hazard is something with the potential to cause harm. Thaisinclude chemical
substances, plant, live electricity, work procesd/ar other aspects of the work
environment.

Risk is the likelihood that illness, injury or even deatight result because of the
hazard.

The relationship between hazard and risk is ilatett by the examples below.

Risk Assessment and Management Guideline Page 2 of 10
OH&S Unit Revised August, 2009



Manual Handling

Substance:
infected blood

Plant:
circular saw bench

HAZARD RISK

Substance: The likelihood a researcher might contract canaenfthe

Carcinogen long term use of benzene being used as a solvésitiewa
fume cupboard

Energy: The likelihood that a maintenance worker might be

Electricity electrocuted because of exposure to a damagedieicbrd

of a power tool and there is no earth leakage ptiote

The likelihood that a person migliffer back strain from
manually lifting equipment that weighs 40kg.

The likelihood that a worker might sustain a nestilbé&
injury and become infected whilst taking a bloothpe from
a person with infected blood

The likelihood that an Arts student might suffesearere cut
to the forearm while cutting timber for a projeeichuse the
guard was removed

The University of Queensland Risk Management Datalbas been designed to assist
in the Risk Assessment, Management and recordimgeps. Use of the Risk
Management Database is the preferred way of comduahd performing Risk
Assessment and Management at the University of iileed.

Basic Steps

There are five basic steps in the risk managemeaess.

Firstly define the context — identify tasks, activities, work pesses and practices for

assessment

agrwpE

| dentify hazards

2. Assessand Prioritiserisks

3. Decideon control measuresincluding OHS heirachy of control
4. Implement control measures

Monitor and review

Establish context

7

N

Stepl Identify the hazar

i\
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Step 5: Monitor and
Review

Use Risk
DataBase /
Consult

Is there a regulation, advisory stand:
industry code or guidance material aba
any hazards you identified?

Step 3: Decide on control
measures (OHS hierarchy
of control

ut
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Risk Management Preparation - Establish the context

What is the work process? This part of the protesssentially descriptive.

Defining the context involves identifying:

- work processes, practices, activities and tasksnltisbe analysed in the risk
management process and the steps involved

- the people involved in carrying out those work msses and in what capacity

- whether the people involved are sufficiently conep#/skilled/experienced

- what items of plant or materials are used.

Consultation is essential in this process includimgstaff / students performing the task,
Workplace Health and Safety Officers or RepresematWHSO’s or WHSR'S),
regarding the task and all hazards involved intbek area.

Risk Management Step 1 - Identifying the Hazard

What is / are the hazard(s)? The hazards can bhéfidd by observing, inspecting,
investigating, communicating and consulting withfist students in the workplace
andmaking a record of the hazards identified.

Knowledge of the workplace hazards will assist.
» Is the risk associated with the hazard obvioustyirgor risk or can the hazard
be fixed easily?
If you can answer yes to this question you shoole this as your assessment of the
risk and/or fix the hazard immediately. Record yfidings or action. You then need
to monitor and review your findings at a predeterei date.

If it is not a minor risk has the Division of Worllgge Health and Safety produced a
regulation, advisory standard, or industry codpraftice for this hazard? If there is a
regulation, advisory standard, industry code otfica and/or guidance material from
the Division you are to refer to the advice in thatument(s). There may also be UQ
Occupational Health and Safety Policies or Guiddiwhich will assist in the risk
assessment.

Risk Management Step 2 - Assess and prioritise Risk

Analysing the risk involves determination of the:
= Consequences — outcome of an incident
= Exposure — interaction with hazard
= Probability — likelihood that consequences will miconce individual is
exposed

Process - Use the Risk Score calculator for analysing evaluating risk. The
objective of analysing risk is to determine whetther risk is acceptable. It provides a
gualitiative tool that assists in prioritising riSkhe Risk Score Calculator determines
the level of risk by defining consequences, exposmd probability.

The risk matrix is used to assess and prioritsesrithen dealing with high priority
risks first and then dealing with the least sigrdfit risks last.

Risk Assessment and Management Guideline Page 5 of 10
OH&S Unit Revised August, 2009



How to usethe Risk Score Calculator
Step 1 - Estimate the Probability

Estimate the likelihood that the consequencesoasitur once the individual is exposed to the
hazard and select the most approprmatEbability categoryrom the Exposure Bar Line

Probability

Almost certain The most likely and expected result if the
hazard — event takes place.

Quite possible Quite possible, would not be unusual,
even 50/50 chance

Unusual but possible Unusual but possible sequence or
coincidence

Remotely possible Remotely possible coincidence

Concelvable but unlikely Has never happened after may years of
exposure, but is conceivably possible

Practically impossible . Practically impossible, has never
happened before

Step 2 - Estimatethe Exposure

Estimate how often an individual interacts withazérd and select the most appropriate
exposure categorfiyom the Exposure Bar Line.

Exposure

Very Rare Not known to have occurred

Rare Occurs rarely, but has been known to occur

I nfrequent Occurs between once per month and once per year
Frequent Occurs approximately once per day

Continuous Occurs many times per day

Step 3 - Identify the Consequences

Identify the most likely outcome of a potential @ent, including injuries, property damage
and/or environmental damage and select the mosbpateconsequence categdinpm the
Consequences Bar Line.
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Consequences

Category Human injury Financial cost Work Environment

Catastrophe | Numerous Extensive Major disruption | Extensive
fatalities financial loss to operations environmental

(greater than $5m) damage

Disaster Multiple fatalities| Significant Major disruption | Major
financial loss ($1-| to operations environmental
5m) damage

Very Fatality Significant Significant Significant

serious financial loss production environmental

($500,000 to disruption damage
$1m)

Serious Serious injury Substantial Notable Serious
(permanent financial loss production environmental
disability, ($50,000 to disruption damage
amputation) $500,000)

Substantial | Disabling injury | Notable financial | Slight production | Minor
requires medical | loss ($5000 to disruption environmental
treatment $50,000) damage

Minor First aid Negligible No effect on work| Negligible
treatment — minof financial loss (up environmental
cuts, bruises or | to $5000) damage

bumps

Step 4 - Determinethe Risk

Select or mark the values for consequence, expasurg@robability on the appropriate bar

lines of the Risk Score Calculator.

If you have the electronic version of the Risk ®cGalculator then it will automatically draw
the line and determine thisk level

If using the manual version, draw a line frpnobability throughexposure to the tie-line.
Mark this point. Draw a line from the marked paimnt the tie-line throughonsequence to the
Risk Score line to determine the risk level
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Tie Line Risk Score

Very High

Probability
Amost Certain -

E xposure Conzequence i
Quite Pozsible 4 “ery Rare 1 Catastrophe | High

Rare Disaster

. Infrequent
Unusual but Possible 4 Oecasional 1 wery Serious
Frequent 1 Serous Substantial

Femotely Possible 1 Continuous
1 Substantial

Conceivable = hnor

Moderate

Practically Impossible -

Low

Using the risk calculator
The following table is used to determine the ptjoaf treatment of risks.

Score Action

High or very higl Do something about these risks immedie
Substantial or modere Do something about these risks as soon as pao
Risks perhaps accepta These risks may not need immediatentior

Risk Management - Step 3 Decide on measures to
control the risk by:

Using theHierarchy of Control Measures

» Eliminate the hazard is the first choice

The ideal solution is to get rid of the hazard ctatgly. This is the most effective
control measure and should always be considersd fir

If the hazard cannot be eliminated completely tla@eea number of control options
that can be used to prevent or minimise exposutteetoisk:

» Substituting a less hazardous material, process or equipment

* Redesigning the equipment or work process,

» Isolating the hazard through engineering — separating thhkevdrom the hazard.
e Administrative controls involve minimising exposure to a risk tigh the use of
procedures or instruction. This could involve limg the exposure time to a

particular hazard such as noise or radiation.
e Personal Protective Equipment (PPE) is used as a last resort when exposure to
risk is not or cannot be minimised by other me®®& is worn by people as a final
barrier between themselves and the hazard. Thisunedoes not control the hazard
at the source but relies on behaviour modificatmrits success. The success of this
control is dependent on the correct PPE being chagern correctly, used correctly
and maintained in good condition.

Risk Assessment and Management Guideline Page 8 of 10
OH&S Unit Revised August, 2009



Administration and the use of personal protective equipment are the lowest
priority on thelist of controls. These controls should NOT berelied on asthe
primary means of risk control until the options higher in the control priorities
have been exhausted. These controls require management, enfor cement, and
commitment, together with behavioural modification.

In many cases, it will be necessary to use mone ¢im& control measure to manage
exposure to risk. For example, to minimise exposuii@risk involving a chemical
you could decide to replace the chemical with a tegic one, implement safer work
procedures and use a fume cupboard.

Some control measure that are lower control prexitay need to be put in place
until a permanent solution can be achieved. Fomgka, you may decide the best
way to manage exposure to a risk is to purchaséea type of machinery with better
guarding. In the mean time it will be necessargntoimise exposure to the risk by
increasing supervision, changing work procedureisegiacting a temporary barrier.

Whatever control measures are being chosen, tieediichy of control measures”
must be taken into account. Consider those aogheftthe list, from elimination, and
work down to personal protective equipment as ¢lastldesirable choice.

Step 4: Implement the Appropriate Control Measures

The control measures should adequately contraliske; not create other risks and
allow students and staff to do their work withontlue discomfort or distress. There
will be a need to develop work procedures in retato the new control measures,
which may involve clearly defining responsibilitieEmanagement, supervisors and
workers.

You must inform all relevant persons about the mmheasures being implemented:;
in particular, the reasons for the changes.

You should provide adequate supervision to vehit the new control measures are
being implemented and used correctly.

Any maintenance in relation to the control measises important part of the

process. Work procedures should detail maintensegpgrements and verification of
the maintenance to ensure the ongoing effectivenfeb®e control measures.

Risk Management - Step 5 - Monitor and Review the
Risk

The final step in the process is to monitor andens\the effectiveness of measures.
Set datesto review and record those dates.

Monitor;
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» Chosen control measure have been implementedaaseul
= Control measures are working and are adequate
= Did the implementation of the control measurestereéher hazards?
= Review:
» Has anything changed over time since the processm@alemented?
» Is the control of risks still adequate?
= Was the risk management process conducted effg@ive
References:
1. Risk Management Code of Practice 2007: Departmielainployment,
and Industrial Relations
2. Australian Standard AS/NZS 4360:2004 — Risk managgm
3. Workplace Health and Safety Act 1995.
4. Workplace Health and Safety Regulations 2008.
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