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1 INTRODUCTION 
 
Factors such as appropriate selection of personnel, adequate provision of training and thorough 
consideration of occupational safety and health issues all help to reduce the incidence of injury and illness 
resulting from inadequate examination of potential hazards, poor ergonomic design, equipment failure, 
defective products or hazardous materials. The working environment, suitability of equipment and the 
competencies of staff all have to be considered in the context of legislative requirements and good 
management of health and safety. 
 
Effective risk management starts with a commitment to health and safety from those who operate and 
manage the University. The adoption of consistent processes within a comprehensive framework helps to 
ensure that risk is managed effectively, efficiently and coherently across an organization. The generic 
approach described in this document provides the principles and guidelines for managing safety risk in a 
systematic, transparent and credible manner. 
 
A vital aspect is the involvement and cooperation of other workers. If an organisation demonstrates to the 
workforce that it is serious about health and safety then they are likely to follow suit. Legislation incorporates 
the phrase “as far as is reasonably practicable”. This implies that every effort must be made to provide a safe 
workplace but it is also generally accepted that incidents will occassionally occur becease it is impossible to 
identify and control every hazard. Even with well-defined systems of working, no organisation is immune 
from accidents. There are two contributing factors, both of which involve unsafe acts in the workplace. The 
first is where people make errors or commit violations. The second is due to latent conditions which are 
related to the fact that designers, builders and maintainers of systems cannot always forecast all the possible 
scenarios of failure or how individual failures can combine to culminate in an incident which causes harm to 
people. The best way to minimise risk is to create a structured approach which supplies prompts to help 
steer thinking and identify as many hazards as possible during the planning stage of any task or activity. This 
requires practice, a formal working framework and an effective system of feedback to enable individuals to 
learn lessons from past events. It is important to develop a safety culture where workers who make ‘honest 
errors’ can talk about them without fear of retribution as communication is the most effective way of resolving 
issues. 
 
This document presents a structured approach to good management of safety and describes a universal 
framework for task or activity planning. It defines steps and processes which, if used as a common 
reference, will simplify and unify our management of health and safety risk and streamline our approach to 
planning tasks and activities. Its application helps to ensure that the University operates in ways which are 
legal compliant. The University uses the AS/NZS 4801, “Occupational Health and Safety Management 
System - specifications and guidance for use” for internal safety auditing. Everything described herein has 
the collective aim of meeting the requirements of that Standard. AS/NZS ISO 31000, “Risk Management 
Principles and Guidelines” is the Standard which describes the process of hazard management through risk 
assessment and its recommendations were used to devise the processes in the UWA Safe System of Work 
which can be applied to almost any scenario where hazards and associated risks must be managed. 
 
By conducting all our task and activity planning via a common framework it should be possible to train 
personnel to identify hazards and assess risk in a more consistent manner. Although it is still a subjective 
process, it is likely that training in use of such a framework will promote uniformity of approach and 
effectively help to minimise risk. It will assist those with responsibilities for health and safety in demonstrating 
due diligence and regulatory compliance in the planning, design and implementation of potentially hazardous 
tasks or activities. It presents a methodology for identifying hazards, assessing risk, developing risk 
mitigating controls and reviewing. This is achieved by differentiating minor, acceptable risks from those that 
require active management. 
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2 LEGISLATIVE COMPLIANCE 
 
2.1 Legislative compliance 
 
What must we do to ensure that the University has at its disposal the most up-to-date information to 
enable and promote legislative compliance? 
 

• Understand the requirments of the Work Health and Safety Act and in particular how it may 
change the way in which we work. 

• Monitor legislative changes and adjust our working practices accordingly. 

• Provide information and training to the University to ensure that change and new requirements 
are properly communicated to stakeholders. 

• Provide regular updates of the activities of UWA Safety and Health to ensure that the University 
is aware of our continued review of systems, structures, processes, procedures and guidance 
documents. 

 
2.2 Keeping track of changes 
 
How can we relate UWA safety procedures and guidance to legislative requirements? 
 

We need to have a reference source which is easily accessible and which summarises all the various 
legislative requirements on the University which include the OSH Act, Regulations, numerous standards and 
guidance documents. 
 
How can we keep up-to-date with changing legislation? 
 

We need to ensure that we keep up-to-date with changes as they occur and that we can easily disseminate 
that information across the University to ensure that relevant referencing and compliant procedures/guidance 
are always available. 
 
 
2.2.1 UWA Safety and Health Risk Register – as a reference source 
 
The activities carried out around UWA can be divided into 33 separate and quite distinct CATEGORIES 
which cover both working environments and subjects. For each category, the related legislative requirements 
have been identified and the University’s response to them in the form of policies, procedures, guidance and 
control measures have been brought together. This document is kept up-to-date with changing legislation 
and is a valuable reference source.   
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Below is a snap-shot of the risk register. It is actually an A3 document so it has been divided vertically into 
two to assist presentation. 
 
 
 

 
 

 
 
 
This is the CHEMICAL category.  It shows the key LEGISLATION and the related STANDARDS, CODES OF 
PRACTICE and GUIDANCE NOTES.  Our own UWA Policies, Procedures and Controls are listed.  
These CONTROL MEASURES are designed to ensure that we are compliant, assuming that they are being 
used effectively!  Their effective application is monitored by auditing and area inspections and other 
compliance monitoring processes (discussed in section 1.6 Compliance Monitoring)  
 
Note that there is a raw risk and residual risk evaluation included. This will be discussed later in section 2 
which examines how to manage safety risk. 
 
 
 
The risk register is a very useful document which brings together all the necessary references for most 
activities conducted by the University. If UWA Safety and Health procedures and guidance are being 
followed, you should, by default, be meeting the legislative requirements. This document is intended to be 
the main reference tool used to access information in all the activity categories carried out by the University. 
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2.3 Planning and Implementation 
 
 

 
When devising a Safe System 
of Work it helps to think of it as 
a framework within all activities 
can be planned. 
 
This diagram shows the key 
considerations which must be 
incorporated to ensure that the 
framework encompasses all of 
our activities whilst doing so in a 
way which keeps all aspects of 
health and safety management 
legally compliant. 
 
The best way to encourage buy-
in of workers is to share 
information and give workers 
the best possible opportunity to 
express their views. Those 
views must be taken into 
account before making 
decisions on health and safety 
matters. By drawing on their 
pool of experience, knowledge 
and ideas we are more likely to 
identify all hazards and choose 

effective risk controls. Workers must in turn follow safety instructions and procedures and they are likely to 
do this more effectively if they understand the reasoning behind them and feel involved. Consultation and 
good reciprocal communication arrangements between workers, their Health and Safety Representatives 
and committees at School, Faculty and central University level ensures that there is an efficient conduit for 
expression of opinion and sharing of experience.  
 
 
Refer to the Pro-forma Health and Safety Manual on the UWA Safety and Health website for: 
 

• Workplace Health and Safety Committee structure (including typical agenda) 

• Workplace Health and Safety Policy 

• Creation of workplace specific Local Rules 

• Generic UWA guidance 

 
 
 
 
 
 
Creation of Faculty and School committees creates an efficient conduit for reporting, communication and 
information between Schools, Faculties and the central University Safety Committee. 
 
Membership of such committees greatly assists Officers and senior managers because meetings minutes 
record their involvement in management of health and safety in their workplaces. 
 
The committee can be used to coordinate many of the implementation activities which workplaces are 
required to undertake such as the health and safety manual, workplace policy statement and monitoring 
processes. 
 
Representation of workers is achieved by inclusion of Health and Safety Representatives. 
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2.4 Standardisation and Safety Culture 
 
The only way to ensure that system of work gets used properly is to promote it strongly, ensure 
understanding and encourage its application across the University to a wide variety of scenarios.  
It must become the default method and all participants must be familiar with its components and its 
operation. Key steps towards achieving this are: 
 

• Create a well defined framework 

• Standardise on document titles and terminology 

• Incorporate pro-active steps to minimise impact on workload later 

• Make the planning process the same for every circumstance to promote familiarity 

• Do everything we can to enhance the UWA Safety Culture 

 
 
The University develops 
POLICIES which help to define 
and promote certain VALUES.   
 
We hope that those values reflect 
the policy but it takes a lot of work 
to achieve.  PROCEDURES are 
developed in response to policies 
and working PRACTICES should 
reflect them. 
 
SYSTEMS of working are 
developed which call for particular 
approaches. We hope that 
individual BEHAVIOURS comply 
with them as required. 
 
These steps should result in the 
CORRECT TREATMENT OF 
RISK but it is the attitudes and 
safety culture among the people 
involved that result in the 
ACTUAL TREATMENT OF RISK.  
 

 
If the two overlap, as shown above, then the safety culture causes risk to be treated correctly. Whilst we 
must accept that the two will never perfectly overlap, our job is to help the University get them as close as 
possible. 
 
When we develop formal structures or tools to use, we hope that the organisation responds by adhering to 
them but, in practice, the various documents we produce bring about changes with varying degrees of 
effectiveness. This is due to a number of factors but the perception that people are being given more work to 
do is often a barrier.  The safety culture is to do with the people and their attitudes. Everyone manages 
safety in their daily routine, particularly if they see it as an advantage to themselves. If they perceive a 
hazard, they try to avoid it and minimise their personal risk of injury. They may walk around it or avoid it but 
however they deal with it they are carrying out mental risk assessments and applying control measures 
throughout their working day. The degree to which people wish to actively manage more than just the hazard 
directly confronting them depends on their attitude and beliefs.  
Without a fairly rigid set of constraints to assist and guide how safety management principles are applied it is 
easy for “custom and practice” over a long period to translate into complacency. Methods of working, which 
may not be the safest or best, become the accepted default method.  People’s individual perception may be 
that “they are doing fine” but they may not be able to make comparisons with other parts of the organisation 
indeed, they may never look outside of their own workplace. It is the role of UWA Safety & Health to maintain 
an overview to ensure that consistent standards are maintained across the University. 
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The term “safety culture” was first used in the 1988 “Summary Report on the Post-Accident Review Meeting 
on the Chernobyl Accident” which defined safety culture as “That assembly of characteristics and attitudes in 
organisations and individuals which establishes that, as an overriding priority, safety issues receive the 
attention warranted by their significance.”  This concept was introduced as a means of explaining how the 
lack of knowledge and understanding of risk and safety by the employees and organisation contributed to the 
outcome of the disaster. 
 
 
Persuading people to view safety management as an advantage 
in their work and not as an obstacle is difficult to achieve. 
 
The key to making people more enthusiastic is to minimise the 
degree to which it is seen as an additional task by making it an 
integral part of the planning process and as a way to save work 
later. 
 
 
 
 
 
 
 
 
2.5 Compliance Monitoring  
 
The University monitors safety compliance at three distinct levels. For example, on the subject of worker 
competency, it can be summaried as follows: 
 

LEVEL SUBJECT AREA QUESTION/CRITERIA EVIDENCE WITNESS 

Checklists 
 
For regular use in 
specific types of 
workplace 

 
 
A workshop, 
laboratory or other 
place considered 
potentially hazardous 
where checklists are 
available for regular 
monitoring. 

 
 
Are local personnel 
trained to use a specific 
piece of equipment? 

 
 
Competency records 
must be viewed by 
checker as evidence. 

 
 
Checker 

Internal Audit Program 
 
Against the AS/NZS4801 
Standard 

 
 
A school or similar 
subset of the 
University structure 

 
 
Are local personnel 
trained to use 
hazardous equipment 
in the workplace? 

 
 
Visual confirmation that 
suitable  recording of 
competencies is carried 
out 

 
 
Auditor / 
Audit team 

Traffic Light System  
 
Giving a high level 
overview of health and 
safety at the University 

 
 
Contributions from 
individual Faculties 
and other similar level 
parts of the University 

 
 
Are personnel 
competencies 
recorded? 

 
 
Confirmation that there 
are workplace related 
competency records 
and provable abilty to 
access them as 
required. 

 
 
Senior 
Manager 
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2.5.1 Workplace checklists - reports outcomes to Supervisors 
 
This level of checking is carried out by local personnel or workplace coordinators. Identifed deficiencies are 
addressed and corrected locally. Safety and Health may have involvement but it is not usually the case. 
 

 
 
 
 
2.5.2 UWA Audit Program 
 
Reported outcomes are directed to Head of School or equivalent. The internal auditing process enquires 
more broadly at the systems and workplace arrangements level with deficiencies addressed though reporting 
to senior management and personnel who comprise the audit team. 
 
Self-auditing is a useful way to establish the degree of compliance and to encourage implementation of 
corrective actions where necessary. Its use demonstrates a pro-active approach to safety management 
through measurement, evaluation and management review. The question sets which are used in the UWA 
Internal Audit Program may also be used to conduct a self-audit and detwermine readininess for a full 
internal health and safety audit. 

  
 

 
On the basis of the main OHS 
POLICY we create PLANS which 
are IMPLEMENTED.  Their 
effectiveness is addressed by 
auditing and other more frequent 
checks e.g. Workshop Checklists. 
 
By MEASURING AND 
EVALUATING we can REVIEW 
the effectiveness of our systems. 
The idea is to improve them on a 
continual basis making them 
progressively more and more 
effective. 
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2.5.3 UWA Safety Compliance Monitoring TRAFFIC LIGHT SYSTEM 
 
Reported outcomes are directed to the University Executive and they provide a summarised view of the 
overall performance of the University against specificed criteria which indicates progressive levels of 
compliance. This assists in identifying areas to which resources should be directed to encourage 
improvement and highlights those demonstrating exemploray performance. 
 

 
 
The objective of presenting results in this format is to give provide a informative and immediate overview of 
the current status of the University with respect to health and safety performance. 
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3 A PROACTIVE APPROACH TO MANAGING RISK 
 
ISO 31000, “Risk Management Principles and Guidelines” does not seek to tell us how we must do our risk 
assessments but it does tell us that we should do them and gives a broad idea of how to approach it. We 
need to put in place ways to minimise work later and we need a default approach for managing risks. These 
requirements are met by the UWA Safe System of Work. Risk Assessment processes are often tailored to 
specific subjects where specific questions have to be asked to effectively manage hazards but the same 
basic design and principles of assessing the risk should apply. By keeping things simple and working within 
a defined planning process, people more easily understand its components and are likely to use them 
routinely. They understand why we do certain things because it is done in a repetitive manner according to a 
prescribed set of instructions. If it is easy to learn and remember it is likely to be accepted and used 
correctly.  The following diagram includes all the factors which must be brought together to operate a Safe 
System of Work. 
 

   
 
 
 
3.1 Shells of Risk 
 
To help clarify the process of managing risk we need to examine the broad sources of risk. Risks come from 
the working environment itself, the equipment and other resources that you use and the task or activity itself.  
One way to sub-divide risk to make it easier to visualise and manage is to consider it as three concentric 
shells, where only the third, inner shell calls for a full Job Safety Analysis (JSA) if there are hazards which 
present otherwise unassessed risks. Assessment of risk can be considered as follows: 
 

• ENVIRONMENT/CATEGORY…… Risk mitigating by codes of practice and UWA guidance 

• RESOURCES…………………….… Competent workers, assessed equipment and substances 

• THE TASK ITSELF………………… Aspects of the work which are otherwise unassessed 

 
 
Example of application: 
The first two shells (ENVIRONMENT/CATEGORY and RESOURCES) enable competent, trained workers to 
carry out tasks in their ‘home’ workplace without the need for further Job Safety Analysis because the 
hazards have already been identified and controlled so the risks are minimised. Further risk assessment 
should only be necessary if the working circumstances change in a way that could expose people to new 
hazards. 
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3.2 Environment / Category (outer shell of risk) 
 

 
3.2.1 UWA Safety and Health Risk Register (assessment of risk in workplaces / category of work) 
 
In addition to listing all the relevant acts, regulations, standards, guidance notes and UWA procedures as a 
reference source, the risk register considers hazards and risks in all the main areas and subject categories 
found at the University. The existence and application of these documents collectively comprises our 
broadest level of ‘control measures’ for the minimisation of risk in each category. Perceived hazards are 
assessed as a RAW risk and then they are re-evaluated as RESIDUAL (accounting for the impact of properly 
implemented ‘control measures’). The risk rating process was carried out in accordance with the UWA Safety 
Risk Management Procedure which is available via the Safety and Health website. 
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3.3 Resources (middle shell of risk) 
 
Some risks can be assessed in advance to avoid repetition later. The most important resource in every 
activity is the people. If the work is to be done safely they must be trained and possess the requisite 
competencies. Records of competency must be created, retained as proof and made available for future 
reference. Standard Operating Procedures (as described below) include sign-off boxes as records of training 
or competency and they provide a convenient means of creating such records. 
 
Pro-active consideration of the hazards associated with use of resources such as equipment or chemicals 
helps to separate them from hazards which will be raised during the task or activity itself.  
 
When the Job Safety Analysis process refers to equipment or chemicals it is sufficient to ensure that SOPs 
or MSDS are available for reference before and during the task. 
 
 

 
 
 
 
3.3.1 Standard Operating Procedures (SOP) 
 
These are previously prepared documents which provide safe use instructions for equipment including safety 
control measures. They consist of pre-operational checks, guidance for use, post-use guidance, potential 
hazards and forbidden uses. They contain sufficient detail to demonstrate that risks have been adequately 
assessed and appropriate control measures have been developed. The design of SOPs is such that they 
can also be used as records of competency. SOPs are not instructions to carry out work and they only relate 
to resources themselves making no comment on other aspects of the tasks in which they may be used. 
 
By preparing SOPs for equipment we can avoid having to repeatedly risk assess the same resources. They 
can then be referenced in the future whenever they are needed. A good example is UWA workshops - by 
creating the SOPs now we save time later by avoiding the need to risk assess aspects of a task which would 
otherwise have to be included in the Job Safety Analysis process. 
 
Workshops, Laboratories and other potentially hazardous workplaces should develop a library of SOPs. It 
may seem like a hurdle initially but it will save time and work later. WorkSafe, auditors and other workplace 
inspectors are likely to seek evidence that equipment and tasks have been appropriately risk assessed. It is 
also important that written evidence of worker competence is available.  
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In summary, having SOPs for potentially hazardous equipment helps you in three ways: 
 

• Signed and endorsed SOPs can be stored as documented proof of training and competency. 

• They can be displayed near equipment as a handy reminder for reference. 

• They can be attached and/or referencesd from a safety risk assessment form if one is needed 
for a task. 

Equipment used in many environments allows for a certain amount of user intervention when faults occur by 
provision of manufacturers instructions. Any maintenance or corrective actions beyond the scope of written 
instructions supplied by the manufacturer must be carried out by a qualified technician (e.g. photocopiers, 
computers and printers). Older equipment which presents an obviously high risk should be withdrawn from 
service and replaced with modern equivalents fitted with appropriate safety features. Risk management must 
be an integral consideration in the planning of change in all working areas. In particular it must be reviewed 
following an incident and at regular predetermined intervals. This is a condensed view of an SOP: 
 
 

 
 
Using this design and these particular headings allows us to regard this as a risk assessment of the 
equipment itself.  It can also be used as a record that a person is a trained and competent user (see 
signature block at bottom of the form). This is a more useful design than a simple list. It is important to retain 
the titles but the text under each of them is flexible. Many safety signs are available on the second page and 
can be cut and pasted before discarding those which are not needed. A copy of this document should be 
kept adjacent to the equipment in workshops and laboratories as a ready reminder to users.  
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Who should prepare SOPS? 
 

Supervisors have a duty-of-care to individuals in their working areas to ensure that whenever they use 
equipment they do so safely. This is achieved by training and keeping records which demonstrate the 
verified competence of individuals who carry out tasks. The University should be able to demonstrate that it 
takes safety seriously by making sure that skills are recorded as well as being appreciated. The ideal authors 
of SOPs are also our most valuable asset, the experts themselves. These are the individuals who routinely 
use and are very familiar with equipment. The SOPs must be reviewed by the Supervisor but there is nothing 
more valuable than experience. A simple approach is to provide a pro-forma for completion by experienced 
users. This could either be completed by hand, in which case it would need typing later or could be created 
directly in the form of an electronic document. There is likely to be some equipment duplication in several 
areas which raises the opportunity to share SOPs prepared by other areas. Supervisors are likely to be 
aware of such opportunities. The flowchart below shows the decision process which allows normal 
operations to continue in a workplace and also shows the value of having safety assessed the environment 
and the skills of those who work in them. 
                        

 

Are you trained, 
qualified and competent 

to safely use the 
hazardous equipment? 

 

Can you or your 
Supervisor demonstrate 
your competency from 

stored records? 

N 

Y 

Do the categories of the 
UWA Risk Register 

address the proposed 
activity? 

 
Can exposure of other 

people to identified 
hazards be avoided? 

You are able to carry 
out activities in the 
workshop safely 
provided that you 
have permission. 

Has the task been 
assessed for potential 
hazards? (SOPs for 
required equipment) 

 
Can you separate the 

people from the 
hazard? 

 
Produce a Safety 

Risk Assessment and 
Method Statement for 
the proposed activity. 

 

Supervisor must 
ensure that records of 

training and 
competency are 

created then stored. 

Y 

Y 

Y 

Y 

 
Y 

N 

N 

N 

N 

N 
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3.3.2 Material Safety Data Sheets (MSDS) + ChemAlert Risk Assessment  
 
This document fills the same role for chemicals that SOPs fill for hazardous equipment. They describe 
hazards, safe handling and storage information. Their use for assessment of chemical resources is limited to 
when a single chemical is to be used for the application for which it was manufactured (e.g. use of chemical 
fertilisers). 
 
No reference is made to experiments or processes involving combinations of chemicals. This requires 
separate, skilled assessment by a qualified chemist and is addressed by use of a Chemical Process Risk 
Assessment. 
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3.3.3 Chemical Risk Assessment – Single chemical manufactured for a specific application 
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3.4 The Task itself (inner shell of risk) 
 
Although general hazards associated with the working environments and the handling of resources may 
already have been addressed, when a task or activity is actually carried out there may be additional hazards 
to be considered. This shell of risk addresses cases where the actual activity may expose people to 
otherwise unassessed hazards. The objective is to specify control measures to mitigate risks presented by 
identified hazards. This ensures that before and during the task, appropriate control measures are 
implemented in addition to provision of a full and clear description of what is to be done. 
 

 
 
 
 
 

 
 
Often paperwork is produced 
to meet the requirements of 
legislation and that is where 
they stop. This “tick the 
boxes” approach is 
inadequate if it does not 
translate into actual 
management of hazards. 
Without implementation of 
specified control measures it 
is a pointless exercise. 
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4 TASK AND ACTIVITY PLANNING 
 
This tool provides an effective method of ensuring that all safety related considerations are properly 
addressed. It is based on a process flowchart which should be used as a guide when planning and 
conducting tasks or activities. 
 
 
 
4.1 Who documents the planned work? 
 
In any working arrangement, irrespective of where the work will be carried out, there is a supplier of a 
service and a customer who owes a duty to workers for the provision of a safe workplace. The supplier acts 
in a consultative capacity to the customer to assist in preparation of any documented system of work such as 
Job Safety Analysis. If a task is to be completed away from your usual workplace then you are supplying a 
service and must consult with your customer to help them describe and assess the safety aspects of the 
planned work. The customer owns the documentation and submits it for checking and signature before 
arranging with you, when the work will be carried out. 
 
 

 
 
 
A task may be part of larger activities or there may be potential hazards in the area of work which are outside 
of your control. Your task may impact on routine activities in the workplace in ways which you are unable to 
predict. Before commencing tasks it is important that you communicate with the person(s) responsible for the 
workplace to enable them to maintain proper control.   
 
In your own workplace, your supervisor is the customer with you supplying work. In this case, if the 
workplace and all its resources have been assessed then you can carry out routine tasks without further risk 
analysis. However, if you are required or choose to carry out a task which carries a previously unassessed 
risk to yourself or others in the vicinity then a risk assessment must be carried out. 
 
 
In summary: 
 

• If the customer is the supervisor of your own workplace then you prepare the JSA and pass it to 
your supervisor 

• If the customer is the supervisor of another workplace, you consult and assist them to prepare 
the JSA which addresses working in an area where they control safety 

• If the supplier is a contractor to the University, then you must ensure that the JSA process has 
been completed and retain a copy for reference 

 
 
 
If you are carrying out tasks such as installation or in-situ repairs there are fundamental expectations on you 
which relate to your competency and training. You are expected to be aware of the need to use appropriate 
PPE (e.g. protective eye-wear, foot-wear, gloves) as a routine part of your duty of care to yourself. 
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This section of the flowchart lists other related components of the toolkit. 
  

 
 
 
4.2 Safety Management Plan 
 

The Safety Management Plan sets out the management processes, how they are planned, implemented and 
monitored. It includes roles, lines of communication, responsibilities, accountabilities, policies, procedures 
and guidelines. The plan provides a framework within which tasks or activities can occur with the requisite 
controls for review and management. It assists both the person responsible for provision of a safe workplace 
(the customer) and the person carrying out the work (the supplier) to meet their respective legal obligations.  
 

 
 
 
 
 
4.3 Check the UWA Safety Risk 

Register 
 
Any activity carried out at UWA is subject to the 
relevant policies and procedures. Task or 
activity planning must always commence with 
an understanding of UWA requirements which 
are referenced via documents listed inn the 
UWA Safety and Health Risk Register. 
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4.4 Assess the resources 
 
4.4.1 Assess competency of workers 

 
Workers must be able to 
carry out tasks safely and 
records which demonstrate 
their competency must exist 
and be accessible. 
They must have received 
appropriate information, 
induction, instructions and 
training. They must have the 
necessary qualifications 
and/or the necessary 
knowledge, skills, ability and 
experience as appropriate. 
They must also be fit for duty 
and physically able to safely 
carry out the task. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
4.4.2 Assess usage of chemicals or other substances 
 
When using hazardous substances it is mandatory to obtain a Material Safety Date Sheet (MSDS). If the 
substance is to be used singly and only for the application for which it was manufactured, such as chemical 
fertilisers, it is a requirement to obtain a Chem Alert risk assessment which described use, handling and 
storage of that substance alone. Refer to section 2.3 “Resources” 
 

 
 

NOTE: When combinations of substances are used where chemical 

reactions could occur, quite different requirements apply and these 

situations require Job Safety Analysis incorporating a Chemical 

Process Risk Assessment. See section 3.4 
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4.4.3 Assess local conditions by visiting the workplace 
 
The workplace conditions can strongly influence the ability to complete work safetly. Attempting to plan 
without such personal familiarity can cause situations where fundamental workplace considerations get 
overlooked and adversely affect the outcomes. You need to see the workplace otherwise there are aspects 
of it which you might be unaware of. Circumstances frequently change and might adversely affect your 
planning. There is no substitute for seeking local knowledge and building a mental picture of the conditions 
under which work will take place. 
 
 

 
 
 
 
 
 
 
 
4.4.4 Check availability of Standard Operating Procedures for equipment operators 
 
Although competent workers will already know how to used hazardous equipment, having SOPs available as 
a reminder is a good way to reinforce safety considerations. 
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4.5 Job Safety Analysis 
 
This consists essentially of describing what you intend to do (the Method Statement), then thinking about it to 
determine whether what you will do is safe or not (the Risk Assessment) and finding ways to either eliminate 
hazards completely or to control them to make them safer to work with. The details of the task and the risk 
assessment of associated hazards are put onto paper and developed into a documented process 
incorporating CONTROL MEASURES which in turn minimise risks. In practice people tend to write down 
what they plan to do first then they start to analyse risks. The description of the task and the risk analysis are 
developed in a re-iterative process until the author is satisfied that they have finished.  
 
4.5.1 Dealing with circumstances when there are no further hazards to risk assess 
 

Create evidence that health and safety was properly considered. A written, signed and dated statement 
protects against the possibility of accusation that no consideration was given to safety. 
 

 
 
 
4.5.2 When is a specific JSA not necessary? 
 

It is not necessary to produce a new JSA for every task. If we always did that we would produce excessive 
paperwork which would be impractical and unrealistic to expect. However, it is still vital to be able to 
demonstrate that risks are assessed appropriately. 

Many hazards and their associated risks are well known and have well established, documented and 
accepted control measures. In these situations, the second step to formally assess the risk is unnecessary. 
If, after identifying a hazard, you already know the risk and how to control it effectively, you can just 
implement the controls.  

JSA is not necessary in the following situations: 
 

• Legislation requires some hazards or risks to be controlled in a specific way – these 
requirements must be complied with. 

• A code of practice or other guidance sets out a way of controlling a hazard or risk that is 
applicable to your situation and you choose to use the recommended controls. In these 
instances, the guidance can simply be followed. 

• There are effective controls that are in widespread use in the particular industry, that are suited 
to the circumstances in your workplace. These controls can simply be implemented. 

 

In some cases, a combination of factors has already adequately identified hazards, assessed the risks and 
otherwise ensures that working processes are properly controlled. For example, a competent worker in a 
workshop or laboratory would not normally need a JSA to do work because key conditions have already 
been met as follows: 
 

• The environment/category has already been assessed in the UWA Safety Risk Register. 

• Standard Operating Procedures are available for any potentially hazardous equipment. 

• The worker and fellow users of other equipment are competent and there are records to prove it. 

• Permission has been given by the Supervisor. 
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4.5.3 When further hazards must be assessed 
 

Job Safety Analysis is required if you or others may be exposed to previously unassessed potential hazards. 
This includes cases where: 

• You will use potentially hazardous equipment not covered by existing SOPs and training. 

• You will work away from your normal workplace and someone in charge must know of your 
presence. 

• The planned work could expose others to hazards. 

• There is uncertainty about how a hazard may result in injury or illness. 

• The work activity involves a number of different hazards and there is a lack of understanding 
about how those hazards may interact with each other to produce new or greater risks (this can 
occur when stable chemicals react together to form a hazardous product, so thinking about 
process outcomes is important). 

 

Under the Work Health and Safety Act, a risk assessment is mandatory for some hazards i.e. working in 
confined spaces.  To ensure that activities are unlikely to cause harm it is necessary to be aware of what 
could possibly go wrong and what the consequences could be. We must then do whatever is ‘reasonably 
practicable’ to ensure that people are not harmed. 

 

This process is known as risk management and 
involves the four basic steps: 

 
• Identify hazards – find out what could 

cause harm. 

 

• Assess risks associated with the 
task itself – understand the likelihood 
of a hazard causing harm and how 
serious it could be. 

 

• Control risks – implement the most 
effective control measure that is 
reasonably practicable in the 
circumstances. 

 

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

 

The model WHS Act requires that consultation 
regarding health and safety matters occurs, as 
far as is reasonably practicable, with workers 
who carry out tasks and activities. 

If the workers are represented by a Health and 
Safety Representative, the consultation must 
involve that representative.  
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4.5.4 Describing the task or activity 
 
Your description must be sufficiently detailed to enable it to be safety risk assessed. Detailed descriptions 
such as a Fieldwork Safety Plan or a Research Proposal would be expected to meet this requirement. For 
simple tasks, which require a short description, the space provided on the safety risk assessment forms 
themselves may be sufficient. Alternatively, the Method Statement layout below (pro-forma available on the 
Safety and Health website) presents a step-by-step description of work, including who does what and when. 
This can be useful for providing instructions for repetitive work or when actions are to be carried out in a 
specific order. 
 
The description of the task or activity must be attached to the risk assessment as one is used to help 
develop the other in a cyclic process until the description accounts for control measures which must be 
implemented. 
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4.5.5 Risk Assessment 
 

A risk assessment involves considering what could happen if someone is exposed to a hazard and the 
likelihood of it happening.  A risk assessment can help you determine: 
 

• How severity of risk associated with each hazard. 

• Whether any existing control measures are effective.  

• What action you should take to control the risk. 

• How urgently the action needs to be taken. 
 

Risk assessment can be undertaken with varying degrees of detail, depending on the type of hazards and 
the information, data and resources that you have available. In the case of the University it often involves 
use of specific risk analysis tools and techniques recommended by Safety and Health. 
It is the process of evaluating risk by relating together consequences (the most probable outcome of 
exposure), the likelihood of the consequence being realized and the exposure of people to the hazard. The 
primary aim is to eliminate hazards if possible. Alternatively we must seek to minimise risk by modification 
and application of controls. Any equipment to be used should have an accompanying Standard Operating 
Procedure in which risks associated with its use have been identified and suitable controls are specified. 
 
 
All hazards have the potential to cause different types and severities of harm, ranging from minor discomfort 
to a serious injury or death. For example, heavy liquefied petroleum gas (LPG) cylinders can cause muscular 
strain when they are handled manually. However, if the cylinder is damaged causing gas to leak which is 
then ignited, a fire could result in serious burns. If that leak occurs in a store room or similar enclosed space, 
it could result in an explosion that could destroy the building and kill or injure anyone nearby. Each of the 
outcomes involves a different type of harm with a range of severities and each has a different likelihood of 
occurrence. 

 

Some hazards such as noise and atmospheric contaminants may require scientific testing or measurement 
to accurately assess the risk (for example, using noise meters to measure noise levels, using gas detectors 
to analyse oxygen levels in confined spaces).  
 
 
 
The risk assessment form is divided into 3 parts: 
 
 
Part 1 
 

This is peer checked by someone who is also familiar with the area and the job and who can make a good 
judgement as to whether your description is adequate. 
 
 
 
Part 2 
 

This contains prompts to check for various categories of hazard to make sure that a thorough assessment is 
carried out. 
 
 
 
Part 3 
 

This section contains the endorsement by a Supervisor who agrees a period of time within which the control 
measure must be implemented. 
 
The Head of School also endorses it because they must always be aware of what is going on in their area of 
control. 
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The risk is evaluated as INHERENT sometimes termed RAW (without any control measures) and then re-
evaluated as RESIDUAL (as if the controls measures were all implemented). 
 
This assessment method is proposed as an option in AS/NZS ISO 31000. The scoring was developed by 
William Fine in 1971 (see section 6.2). UWA safety and health have modified it to make it more applicable to 
the University environment. Note: This calculation method was used to assess the RAW and RESIDUAL 
risks shown on the Safety & Health Risk Register.  It allows selection of CONSEQUENCES and a measure 
of the LIKELIHOOD that they will be realised but it goes a step further than many Risk Calculators. In 
addition to accounting for an individual doing a job it can also account for multiple repetitions of a task and it 
differentiates risks associated with groups of people which is more appropriate for the University 
environment.  
 

 
For example; consider a University theatre, a venue where a large crowd of people will be present for a 
performance. A hazard at the entrance would present exposure to everyone who passed by it. Conversely, a 
hazard which was confined to the corner of the theatre would present exposure to a smaller group of people. 
The degree of exposure is very difficult to quantify.  This process uses the ATTENDANCE aspect of 
EXPOSURE to highlight the difference between the two cases. See the exposure cases where, under 
‘attendance’ it ‘involves a crowd’. 
 
 
This method also helps you to think about the effectiveness of control measures. For example, consider a 
safety guard on an item of equipment.  If it fails, the person is still present so EXPOSURE is unaffected. It is 
the LIKELIHOOD which is reduced when the guard is in place. If you can separate the people from the 
hazard completely, only then would it be reasonable to redefine their degree of EXPOSURE.  
 
 
 
 
 
4.5.6 Calculating the risk and determining control strategies 
 
The values for CONSEQUENCES, LIKELIHOOD and EXPOSURE are multiplied to get the RISK SCORE 
which translates to a RISK RATING and then to CONTROL STRATEGIES to mitigate and minimise risks 
from the identified hazards. 
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4.6 Permission to carry out the activity 
 

 
Having produced our documents and obtained 
signatures should not be confused with having 
permission to proceed. Permission might, for example, 
specify WHEN to proceed or other constraints.  
 
Permission to carry out a task or activity must be 
regarded as a separate step. Signatures on 
documents and completion of the JSA do not imply 
that permission has been granted to commence work, 
only that all steps required to assess and describe it 
have been correctly completed.  
 
Permission to proceed must be sought from those in 
charge of areas where tasks or activities will take 
place.  
They have a right to be informed if they are tasked 
with managing the area. Such unannounced activities 
could potentially put other people at risk and is not 
acceptable. Persons who carry out tasks must be 
competent and physically and mentally able to do the 
job. Stressed person who are fully trained may still not 
be capable of working safely. Supervisors need to be 
alert for this kind of situation. 

 
 
 
 
 
4.7 Legal compliance verification 
 

 
 
 
 
If evidence that a task has been completed in accordance with a legal requirement it may be necessary to 
have its status verified by an expert and to obtain written evidence of the fact. The task must not be regarded 
as complete until this step has been completed. 
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4.8 Summary of the task and activity planning process 
 
 
1 COMPLY WITH RELEVENT 

POLICY / LEGISLATION  UWA SAFETY RISK REGISTER 

2 CHECK THAT WORKERS CAN 
SAFELY COMPLETE TASK  

RECORDS OF TRAINING / COMPETENCE 

3 IF CHEMICALS ARE TO BE 
USED  

MATERIAL SAFETY DATA SHEETS (MSDS) 

4 IF HAZARDOUS EQUIPMENT IS 
TO BE  USED  

STANDARD OPERATING PROCEDURES (SOP) 

5 IF TASK SPECIFIC JOB 
SAFETY ANALYSIS (JSA) IS 
REQUIRED 

 
METHOD STATEMENT + RISK ASSESSMENT 

6 or IF NO OTHER PERCEIVED 
HAZARDS  

JSA WAIVER 

7 IMPLEMENT HAZARD CONTROL MEASURES AND PLAN TIMING 

8 OBTAIN PERMISSION TO PROCEED JUST PRIOR TO START 
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5 IDENTIFYING HAZARDS AND HIERARCHY OF CONTROL 
 
Hazard identification is the process of identifying all hazards in the workplace. A hazard is something with 
the potential to case injury or harm to a person or damage to property. Eliminating hazards or controlling the 
associated risks is the best way to reduce workplace injury and illness. 
 
 
5.1 Finding hazards in the workplace 
 
5.1.1 The working environment  
 
Hazards can be identified and recorded by observing, inspecting, investigating, communicating and 
consulting with workers. Local knowledge of workplace hazards is likely to already exist and is a useful 
source. If the risk associated with a hazard is obviously minor it may be possible to permanently correct it 
with immediate effect and avoid the need to include it in the risk assessment. The question of whether or not 
to include identified hazards rests with the risk assessor. Some hazards do not need to be included if basic 
control measures already address them in the form of local instructions or manuals due to their routine 
nature (e.g. outside workers using sunscreen, sunglasses and hats). If it is not a minor risk it should be 
included. In cases which present more than a minor risk, check whether there is a regulation, advisory 
standard, or industry code of practice which addresses them and use it to determine the best approach to 
managing the hazard. If in doubt, contact UWA Safety and Health for advice. 
 

Regularly walking around the workplace and observing how things are done can assist in predicting what 
could or might go wrong. Examine how people actually work, how plant and equipment is used, what 
chemicals are around and what they are used for. Assess whether unsafe work practices exist as well as the 
general state of housekeeping. Things to look out for include: 

• Does the work environment enable workers to carry out work without risks to health and safety 
(e.g. is there sufficient space for unobstructed movement, adequate ventilation and lighting)? 

• What hazards can the equipment to be employed present to the users or others and how 
suitable is it for the task? 

• How well maintained is the working environment and the equipment within? 

• Is there operating equipment in the work environment which is not associated with the planned 
task and if so, can its presence have an adverse affect on the planned task? 

• How will the execution of the task affect other adjacent work areas and people? 

• Are there people at greater risk through age, disability, experience, fatigue or physical ability? 

• Have any changes occurred in the workplace which may affect health and safety? 

• If workers have developed shortcuts – are they safe or must they be corrected?  

 
Useful sources of information are: 
 

• Records of workplace inspections. 

• Incident/injury and first aid records. 

• Plant maintenance and breakdown records. 

• Checklists and Audit reports. 

• Work systems and procedures documentation. 

• Operator’s record books, manuals and equipment instructions. 

• Industry knowledge and experience. 
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Hazards are not always obvious. Some hazards can affect health over a long period of time or may result in 
stress (such as bullying) or fatigue (such as shiftwork). Also think about hazards that you may bring into your 
workplace as new, used or hired goods (for example, worn insulation on hired welding set). 

Some problems will be straightforward and action can be taken on these immediately, for example, cleaning 
up a spill. If you find a situation where there is immediate or significant danger to people, move those 
persons to a safer location first and attend to the hazard urgently. 

Make a list of all the hazards, including the ones which are already being dealt with, to ensure that ‘follow-up’ 
occurs later. In many areas of the University, checklists designed to suit various working environments have 
been developed to assist this process. 

 
5.1.2 Consult workers 
 
Workers should be asked about any health and safety problems they have encountered in doing their work 
and any near misses or incidents that have not been reported. This interaction often raises other matters 
such as workplace bullying or muscular aches and pains that can signal potential developing hazards. 
 
 
5.1.3 Review available information  
 
Information and advice about hazards and risks relevant to particular industries and types of work is 
available from regulators, industry associations, unions, technical specialists and safety consultants. 
Manufacturers and suppliers can also provide information about hazards and safety precautions for specific 
substances (safety data sheets), plant or processes (instruction manuals). Other sources are records of 
workplace incidents, near misses, worker complaints, sick leave and the results of inspections and 
investigations to identify hazards. If someone has been hurt doing a particular task then a hazard exists 
which could hurt someone else. These incidents need to be investigated to find the hazard that caused the 
injury or illness. 
 
 
 
5.2 Hazard types and examples 
 
Physical  - noise, vibration, light, temperature extremes, electricity, slips, trips, ventilation,   
    confined spaces, mechanical (moving parts, projectiles) fire & explosion. 
 
Chemical  - toxic gases, noxious fumes, flammable liquids/corrosive liquids, dusts, fibres 
 
Ergonomic - design of workplace, workstation, tools i.e. height of workbench, seat design 
 
Radiation  - x-ray, lasers, radioactive material, UV, infrared, microwave 
 
Psychological - stress due to violence, harassment, improper training/instructions, pace of work 
 
Biological - bacteria, viruses, poisonous plants, parasites, animals, infected blood 
 
 
EXAMPLES: 
 

• An unguarded gear wheel on a workshop grinding machine which has the potential to draw a 
worker's clothing and limbs into the drive of the machine and cause serious bodily injury. 

• Handling of flammable liquids in the presence of ignition sources. 

• An unlabelled container of caustic soda which has the potential to cause severe skin burns if 
handled incorrectly. 

• Driving of motor vehicles on the inner campus. 

• Loose asbestos released during demolition work which has the potential to cause lung related 
diseases. 



A Risk Based Approach to Compliant Task and Activity Planning Published:  August 2012 Version 1.3 
Authorised by UWA Safety and Health  Review:  August 2017 Page 32 of 47 
This document is uncontrolled when printed - the current version is on the Safety and Health website 
 

• Noise from an uninsulated chainsaw which can reach levels of up to 110 dB with the potential to 
seriously damage hearing. 

• Badly designed shovel (for example, with a short handle and very large blade) which has the 
potential to cause back injury. 

• Waste oil from an engine which has the potential to damage workers' health through skin 
absorption. 

• Blood in a syringe at a hospital, which has the potential to infect a medical worker with a disease 
if the needle punctures the worker's skin. 

 

HAZARDS EXAMPLES OUTCOMES 
 

Falls Falling objects, fall on steps, slips on wet 
surfaces Fractures, bruises, lacerations 

Manual handling 
 Overexertion in lifting, Repetitive Strain Injury Sprains, strains, fractures, bruises 

Hazardous 
substances 
 

Chemical (hydrocarbons, acids) Burns, toxic effects, dermatitis, cancer 

Noise 
 
 

Excessive noise from machinery Permanent or temporary hearing damage 

Vibration 
 Hands when using jackhammer Organ, nerve and muscle damage 

Psychological Intimidation, violence, abuse, unreasonable 
time pressures  

Hypertension, headaches, anxiety, 
depression, absenteeism 

 
 
 
5.3 Hierarchy of control 
 
Control measures are applied in descending order of the severity of the risk as highlighted during the 
assessment. It may be necessary to implement effective temporary control measures in lieu of more 
permanent solutions to be applied as soon as practicable. Risk controls can be divided into several types 
and the ways of controlling them can be ranked from the highest level of protection and reliability to the 
lowest as shown below. This ranking is known as the hierarchy of control.  
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The ideal control is to eliminate a hazard but if this is not reasonably practicable, we must minimise the risk 
by working through the other alternatives in the hierarchy.  

 
 
Level 1 control measures  

The most effective control measure involves eliminating the hazard and associated risk. The best way to do 
this is by, firstly, not introducing the hazard in the workplace. For example, you can eliminate the risk of a fall 
from height by doing the work at ground level. Eliminating hazards is often cheaper and more practical to 
achieve at the design or planning stage of a product, process or place used for work. In these early phases 
there is greater scope to design out hazards or incorporate risk control measures that are compatible with 
the original design and functional requirements. For example, a noisy machine could be designed and built 
to produce as little noise as possible which is more effective than providing workers with personal hearing 
protectors. You can also eliminate risks by removing the hazard completely, for example, by removing trip 
hazards on the floor or disposing unwanted chemicals.  

It may not be possible to eliminate a hazard if doing so means that you cannot make the end product or 
deliver the service. If you cannot eliminate the hazard, then eliminate as many of the risks associated with 
the hazard as possible. 

 
Level 2 control measures  

If it is not reasonably practicable to eliminate the hazards and associated risks, you should minimise the risks 
using one or more of the following approaches: 
 
Substitute the hazard with something safer. For instance, replace solvent based paints with water based 
ones. 
 

Isolate the hazard from people. This involves physically separating the source of harm from people by 
distance or using barriers. For instance, install guard rails around exposed edges and around holes in floors, 
use remote control systems to operate machinery, store chemicals properly rather than leaving them out on 
the bench. 
 

Change the workplace, equipment or work process (engineering controls). For instance, use mechanical 
devices such as trolleys or hoists to move heavy loads, place guards around moving parts of machinery, 
install residual current devices (electrical safety switches), set work rates on a production line to reduce 
fatigue. It may also include creation of lockout procedures, process changes, presence-sensing systems and 
ventilation. 
 
 
Level 3 control measures 

These control measures rely on human behaviour and supervision, and used on their own, tend to be least 
effective in minimising risks. Two approaches to reduce risk in this way are: 
 
Use administrative controls. For instance, develop procedures on how to operate machinery safely, limit 
exposure time to a hazardous task by job rotation, carry out preventative maintenance on machinery and 
equipment, provide training and instruction on safe handling for a manual task or use signs to warn people of 
a hazard. Management systems are used to minimise risk. This is considered to be a ‘back-up’ control and 
might control any of the following: 
 

• How tasks are to be undertaken. 
•  Personnel who are permitted in the work area.  
• What the requirements for operating different types of equipment are.  
• Operator competencies. 
• Providing worker rotation so that the same workers are not exposed all the time. 
• Rescheduling operations to times when there are fewer workers around. 
• Providing one-way traffic flow to minimise traffic hazards. 
• Instituting purchasing controls where a hazard has been eliminated to ensure that, for example, a 

solvent-based adhesive is not purchased by someone in the organisation who is unaware of the 
decision to use only the water-based alternative. 

• Providing adequate information, instruction, training and supervision to ensure that employees 
undertake their work safely. 

 
Use personal protective equipment (PPE). Examples of PPE include breathing protection, hard hats, gloves, 
aprons and protective eyewear. PPE limits exposure to the harmful effects of a hazard but only if workers 
wear and use the PPE correctly. It should not be used as a primary means of protection, but only as a back-
up to support other control measures. 
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Note - Administrative controls and PPE should only be used: 
 

• When there are no other practical control measures available (as a last resort). 

• As an interim measure until a more effective way of controlling the risk can be used, or 

• To supplement higher level control measures (as a back up). 

 
PPE must be provided to workers only when other control measures are not reasonably practicable or to 
supplement other control measures to minimise remaining risk. Where PPE is provided, we must ensure 
that: 
 

• The equipment is selected in accordance with any relevant technical standard published by Safe 
Work Australia. 

• The equipment is maintained, repaired or replaced to ensure it continues to minimise the risk. 

• Information, instruction and training on its use is provided to the person using it, and 

• The person uses the PPE accordingly.  

 
 
 
 
6 RISK ASSESSMENT AND CONTROL MEASURES 
 
In most cases, incidents occur as a result of a chain of events and a failure of one or more links in that chain. 
If one or more of the events can be stopped or changed, the risk may be eliminated or reduced. One way of 
working out the chain of events is to determine the starting point where things begin to go wrong and then 
consider: ‘If this happens, what may happen next?’ This will provide a list of events that sooner or later 
causes harm. 
 
When thinking about how each hazard may cause harm, we must consider: 
 

• The effectiveness of existing control measures and whether they control all types of harm. 

• How work is actually done, rather than relying on written manuals and procedures. 

• Infrequent or abnormal situations as well as how things are normally meant to occur. 

 
To estimate the amount of harm that could result from each hazard you should ask the following questions: 
 

• What type of harm could occur (e.g. muscular strain, fatigue, burns, laceration)? How severe is 
the harm? Could the hazard cause death, serious injuries, illness or only minor injuries requiring 
first aid? 

• What factors could influence the severity of harm that occurs? For example, the distance 
someone might fall or the concentration of a particular substance will determine the level of harm 
that is possible. The harm may occur immediately something goes wrong (e.g. injury from a fall) 
or it may take time for it to become apparent (e.g. illness from long term exposure to a 
substance). 

• How many people are exposed to the hazard and how many could be harmed (in and outside 
your workplace)? For example, a mobile crane collapse on a busy construction site has the 
potential to kill or injure a large number of people. 

• Could one failure lead to other failures? For example, could the failure of your electrical supply 
make any risk controls that rely on electricity ineffective?   
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• Could a small event escalate to a much larger event with more serious consequences? For 
example, a minor fire can get out of control quickly in the presence of large amounts of 
combustible materials. 

 
6.1 Completing the risk assessment form 
 
This section describes broadly how the risk assessment form is to be used. Detailed risk analysis, where 
hazards are considered in terms of consequences, likelihood and exposure is provided in section. 
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Select the relevant hazards then assess the INHERENT risk (i.e. the risk without any control measures in 
place). The form provides drop-down score selectors. Calculations are performed automatically. 



A Risk Based Approach to Compliant Task and Activity Planning Published:  August 2012 Version 1.3 
Authorised by UWA Safety and Health  Review:  August 2017 Page 37 of 47 
This document is uncontrolled when printed - the current version is on the Safety and Health website 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The text entry fields expand as required. Complete comments on the hazard then the 'hierarchy of control' 
codes. Describe the control measures and then use the drop-down options to assess the RESIDUAL risk  
(i.e. the risk when the specified control measures have been fully implemented). 
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The form is checked and signed by the Supervisor who agrees to monitor and review controls with a defined 
frequency. 
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6.2 Delegation of signatory authority 
 
The Head of School, the Director or equivalent is the senior manager who has overall responsibility for all 
tasks or activities carried out in or under the auspices of their workplace. This often places senior managers 
in a difficult position. They often recognise that they do not posses the expertise required to make a 
comprehensive, expert judgement regarding proposals to undertake specialised work. 
 

 
 
 
A practical solution to this situation is to delegate signatory authority to a competent third party consultant 
allowing them to sign “pro-persona” (pp) as an expert consultant to the senior manager who still retains 
overall responsibility. They must be able to make expert, critical assessments on an objective, informed 
basis. This consultant becomes a designated signatory authority. 
 
Documents which are used to propose work and analyse safety aspects are sometimes forwarded, for 
endorsement, to a committee or group with specific subject expertise in accordance with legal requirements.  
 
Whether the delegated signatory authority is to an individual or to an expert committee or group, the Head of 
School, the Director or equivalent still has overall responsibility for the task or activity with the designated 
signatory authority fulfilling the role of a consultative resource. 
 
This action may be positively viewed as a demonstration of due diligence on the part of the senior manager 
who has actively identified available consultative resources to provide the best possible, expert assessment 
before the documents are endorsed. 
 
 
Such arrangements must be formally recorded and must include: 
 

• Reference to the signatory delegate’s area of expertise. 

• Specifically state the delegation of authority to review and sign a specified document. 

• A review date for renewal of the delegated authority. 

• Master version and the copy both to be individually signed and dated by the Head of School, the 
Director or equivalent. 

• The master copy retained in the workplace records. 

• The copy issued to designated signatory. 
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6.3 Analysing the risk 
 
Analysing the risk involves determination of the Consequences, Likelihood and the Exposure. Use the Safety 
Risk Assessment Form to determine the level of risk. Note that the completed form is to be checked and 
endorsed at two levels, the first is by a peer and the second is by the supervisor of the task to be performed. 
If a single person is to carry out a task once then the Exposure variable will have a value of 1 and the risk will 
be determined by Consequence and Likelihood only. The form allows the risks to be prioritised so that 
control measures are implemented in accordance with the severity of risk which each hazard presents. 
Assessing risks without any controls present gives the worst case scenario referred to as the inherent risk. 
Control measures which are already functioning satisfactorily need to be included in this assessment. 
 
This risk assessment method is adapted from two sources. William Fine4 and later, G.F. Kinney and A.D. 
Wiruth5 developed a risk score calculator in which the level of risk is determined by consequences, likelihood 
(probability) and exposure. In this methodology, the definitions are as shown in the definitions section of this 
document. Numbers assigned to each level of consequence, likelihood and exposure are multiplied to 
produce a level of risk. It is possible to apply this semi-quantitative method to injuries which occur as a result 
of cumulative exposure (e.g. back injury), providing that likelihood is interpreted on the basis of a cumulative 
effect. 
 
The advantage of this methodology is that it causes the risk assessor to work in better defined steps than 
some other approaches. This approach can greatly assist in improving the quality of understanding of 
hazards and their associated risk as the judgement related to likelihood does not need to simultaneously 
account for the number of individuals present and the proportion of them that might be exposed to the 
hazard. Estimation of likelihood on an individual basis promotes a better assessment. When assessing 
likelihood it should be remembered that we are only assessing the possibility of an incident happening when 
an individual is exposed to or interacts with the hazard. 
 
The location of a hazard can affect the likelihood of the incident happening, e.g. an exposed belt drive on a 
machine located adjacent to a walkway where persons could easily come into contact with the nip points 
would have a higher likelihood rating than if the same drive arrangement were located in a position from 
which persons were excluded because they could not come into contact with it. Such ‘elimination’ is always 
the best risk mitigating approach. 
 
 
 
Having decided how likely it is that the defined consequences may be realised, the exposure is considered 
separately. The same task may be performed on a regular basis or many people may be exposed to hazards 
simultaneously. This is particularly significant in the case in a university environment (e.g. students attending 
lectures or patrons attending a theatrical performance). Consideration must also be given to the health 
disposition of people being exposed as some disabilities may generate a greater exposure which must be 
accounted for.   
 
 
Step 1 using Table 1: CONSEQUENCES 
Define the worst case consequence of an individual interacting with the hazard in its present state, including 
any pre-existing control measures. 
 
Step 2 using Table 2: LIKELIHOOD 
Decide how likely, upon an individual interacting with the hazard, it is that the identified worse case 
consequence will be realised. 
 
Step 3 using Table 3: EXPOSURE 
Consider how often an individual will be exposed to the hazard over a period of time. Alternatively, consider 
the case of multiple simultaneous exposures due to the presence of multiple individuals. 
 
Step 4 using Table 4: RISK SCORE, RATING and CONTROL STRATEGY 
 
RISK RATING = CONSEQUENCES SCORE x LIKELIHOOD SCORE x EXPOSURE SCORE 
 
Calculate the risk score to determine the rating and the strategy for controlling, minimising and monitoring 
the hazard. 
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6.3.1 What is the consequence of exposure to the hazard? 
 
If someone was to interact with the hazard, what would be the most likely outcome? How severe might the 
outcome be? In many cases it is easy state that ‘a fatality’ would be the outcome but for the purpose of risk 
assessment we are looking for what is the most predictable. Although a fatality might be the worst case, if we 
account for what is most predictable and apply suitable control measures then it would be reasonable to 
suggest that a fatality would also be avoided. In doing this we must weigh up all the factors including the 
degree of severity. 
 
For example, a fall from a height of 1 metre onto flat ground could cause sprains, bruises and possibly 
broken bones but it would be reasonable to suggest that it would be probably not be fatal. However, a fall 
from 7 metres under the same conditions would, quite predictably, at least cause very serious injury or even 
a fatality. In some cases, interaction with a hazard such as an exposed sharp and electrically live surface 
may well cause cuts but an electrocution is quite likely to cause death.  
 
 
The Risk Assessment Form presents the following definitions of Consequence. Select the most appropriate 
category from the table. 
 
 

Table 1 
CONSEQUENCES 
(the most probable outcome of exposure to the hazard) 

 
        C 

Catastrophe Multiple fatalities. 
 

100 
Disaster 
 

Fatality. 
 

  50 
Very serious 
 

Permanent disability/ill health.  25 
Serious Non-permanent injury or ill health. 

 
 15 

Important 
 

Medical attention needed. 
 

 5 
Noticeable Minor cuts, bruises, sickness.    1 

  
 
 
 
6.3.2 How likely is it that the consequence will be realised? 
 
The level of risk will increase as the likelihood of harm occurring and its severity increases. The likelihood 
that someone will be harmed can be estimated by considering the following: 
 

• How often is the task done – does this make the harm more or less likely? 

• How often are people near the hazard? How close do people get to it? 

• Has it ever happened before, either in your workplace or somewhere else? How often?  

The Risk Assessment Form presents the following definitions of Likelihood. Select the most appropriate 
category from the table 2. Consider whether there are reasons why exposure could be increased through 
such factors as lack of familiarity with an area, age, physical disability, experience, fatigue or physical ability? 
 
 

Table 2 
LIKELIHOOD 
(that an individual, being exposed to the hazard, will result the identified consequence) 

            
L 

Almost certain 
 

The most likely outcome if the event occurs. 10 
Likely 
 

Not unusual. Quite possible to occur. 
 

6 
Unusual Possible but doubtful. 

 
3 

Remotely possible A possible coincidence. 
 

1 

Conceivable Has never happened in years of exposure, but possible. 0.5 

Practically impossible Not known to ever have happened anywhere 0.1 
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The questions below are useful when detemining likelihood. 
 
Questions 
which help to 
determine 
likelihood 

Explanation and examples 

How often are 
people exposed to 
the hazard? 

A hazard may exist all of the time or it may only exist occasionally. The more often a hazard is 
present, the greater the likelihood it will result in harm. 
 

Meshing gears in an enclosed gear box can cause crushing only if the gearbox is opened during 
maintenance for example, therefore the potential for harm will not occur very often.  
Continuously lifting heavy boxes has the potential to cause harm whenever the work is done. 

How long might 
people be exposed 
to the hazard? 

The longer that someone is exposed to a hazard, the greater the likelihood that harm may result. 
 

The longer a person is exposed to noisy work, the more likely it is that they will suffer hearing loss. 

How effective are 
current controls in 
reducing risk? 

In most cases the risks being assessed will already be subject to some control measures.  The 
likelihood of harm resulting from the risk will depend upon how adequate and effective the current 
measures are. 
 

Traffic management controls have been implemented in a warehouse to separate moving forklifts 
from pedestrians by using signs and painted lines on the floor. These controls may need to be 
upgraded to include physical barriers. 

Could any changes 
in your organisation 
increase the 
likelihood? 

The demand for goods or services in many organisations varies throughout the year. Changes in 
demand may be seasonal, depend on environmental conditions or be affected by market 
fluctuations that are driven by a range of events. Meeting increased demand may cause unusual 
loads on people, plant and equipment and systems of work. Failures may be more likely. 
 

Inner city restaurants and bistros are very busy in the period prior to Christmas, placing extra 
demands on kitchen and serving staff. The increase in volume of food to be prepared and serving 
a larger number of patrons increases the potential for human error and the likelihood of harm. 

Are hazards more 
likely to cause 
harm because of 
the working 
environment? 

Examples of situations where the risk of injury or illness may become more likely: 
 

Environmental conditions change. For example, work performed in high temperatures in a 
confined space increases the potential for mistakes because workers become fatigued more 
quickly; wet conditions make walkways and other things slippery. 
 

People are required to work quickly. The rate at which work is done (e.g. the number of 
repetitions) can over-stress a person’s body or make it more likely that mistakes will be made. 
 

There is insufficient light or poor ventilation. 

Could the way 
people act and 
behave affect the 
likelihood of a 
hazard causing 
harm? 

The possibility that people may make mistakes, misuse items, become distracted or panic in 
particular situations needs to be taken into account. The effects of fatigue or stress may make it 
more likely that harm will occur. 
 

An experienced operator of a machine may not be competent if stressed and supervisors must be 
vigilant for this kind of problem. 

Do the differences 
between individuals 
in the workplace 
make it more likely 
for harm to occur? 

Example of such differences  could be :  
 

People with disabilities may be more likely to suffer harm if the workplace or process is not 
designed for their needs. 
 

New or young workers may be more likely to suffer harm because of inexperience. 
 

People who do not normally work at the workplace will have less knowledge than employees who 
normally work there, and may be more likely to suffer harm. These people include contractors, 
visitors or members of the public. 
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6.3.3 What is the highest regularity or simultaneous exposure of people to the hazard? 
 
Some tasks which are repeated on a regular basis involve being exposed to a hazard even though some 
form of barrier has been provided. For example, a machine guard to protect operators from interaction with 
moving equipment could potentially fail. The operator would still, to some degree, be ‘exposed’ even though 
the ‘likelihood’ of such an incident has been reduced by provision of the guard. 
 
 
Exposure can also account for many simultaneous exposures. Whereas the likelihood that the 
consequences may be realised by a one-off activity may be low (such an activity carries a very low score), if 
1000 people each day interact with it, the overall exposure is high (typically scoring 5 or higher). When 
incorporated into the risk calculation the degree of exposure can transform what may seem intially to be a 
small risk into a high risk.   
 
Select the most appropriate category from table 3. Identify persons who may be exposed and determine 
whether the exposure will be individual or collective. An individual person may feel that an activity only 
presents a risk to themselves but others in the same vicinity may be affected and need to be taken into 
account. 
 
For example, a trip hazard from a raised paving brick may have only a low exposure if only one person per 
day walks over it.  However, if 1000 persons per day cross it the exposure is much higher. 
 
 
 
Table 3 
 
EXPOSURE (can be regularity of activity or a simultaneous, collective attendance)    

        E 
REGULARITY ATTENDANCE 

Continuous or many times 
daily.                              OR 

A crowd of people all of whom will be exposed to the hazard 
(e.g. public event, theatre, cinema)  

10 
 

Frequently. Approximately 
once daily.                     OR 

A crowd of people some of whom will be exposed to the hazard 
(e.g. public event, theatre, cinema) 

  5 
 

Occasionally. Once a 
week to once a month.  OR 

A small group of people involved (e.g. classroom, lecture, 
laboratory, meeting) 

  3 
 

Infrequent. Once a month 
to once a year.               OR  

Several people involved   2 
 

Rare. Has been known to 
occur                            AND 

A person carrying out a single task 1    
 

Unheard of. Not known to 
have occurred              AND 

A one-off task by one person 0.5    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



A Risk Based Approach to Compliant Task and Activity Planning Published:  August 2012 Version 1.3 
Authorised by UWA Safety and Health  Review:  August 2017 Page 44 of 47 
This document is uncontrolled when printed - the current version is on the Safety and Health website 
 

6.3.4 Calculate the risk and determine a control strategy 
 
Whilst risk control measures are being implemented, determine the monitoring regime. Create a checklist to 
demonstrate that it has been done which includes the date and who carried out the check. In cases where 
unmanned equipment is to operate, the monitoring regime must include regular checks on its operating 
status.  The Risk Score is defined as Exposure x Likelihood x Consequences. The Risk Score is used to 
evaluate whether the magnitude of the risk is acceptable or tolerable and what responses, if any, are 
required as shown in Table 4. It is determined as follows: 
 
Table 4 
RISK 
SCORE 
C x L x E = 

RISK 
RATING 

CONTROL STRATEGIES 
(to mitigate risk from the identified hazard) 

>600 VERY 
HIGH 

• Immediate action required. 
• Do not proceed with activity until control measures have been 

implemented 
• Notify Supervisor, Safety & Health Representative and Head of 

School. 
• Arrange continuous review and monitoring. 

>300 to 600 HIGH • Consider not carrying out task/activity until control measures have 
been implemented as soon as practicable. 

• Notify Supervisor and Safety & Health Representative. 
• Action plan to reduce risk. 
• Monitor every subsequent exposure in addition to any other regular 

monitoring regime. 
>90 to 300 
 

MEDIUM • Implement immediate action to minimise potential for injuries. 
• Notify Supervisor to organise remedial action before commencing 

activity. 
90 or Less 
 

LOW • Required action to be agreed with Supervisor. 
• Remedial action to be taken as soon as practicable and within a 

month. 
 
 
The primary objective of risk control is to eliminate hazards giving rise to the risks, thereby eliminating or 
reducing the risk if possible. Assessing risk with the control measures in place gives the current situation 
known as the residual risk. 
 
When developing a risk control strategy use the hierarchy of controls shown below to find the most effective 
measures to be implemented. It may be necessary to take multiple measures to reduce some risks. In order 
of effectiveness: 
 
Elimination 
Removing the hazard is the most effective control method and should always be considered first (e.g. 
isolation of electricity supply). 
 
Substitution 
Replacing the material, plant, chemical or work process with a less hazardous one. 
 
Engineering 
Modify equipment.  Automate the process to minimise human involvement. Redesign the process to 
eliminate hazardous activity. Isolate the hazard by guarding. Redirect the hazard by exhaust ventilation. 
 
 
 
The remaining two controls should NOT be relied on as the primary means of risk control until the options 
higher in the hierarchy have been exhausted. In addition to behavioural modification, these controls require 
management, enforcement and personnel commitment. 
 
Administrative Controls 
Procedural management of hazards, standard operating procedures (SOPs), lock-out/tag-out procedures, 
education and training, rotation of staff to minimise exposure.   
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Personal Protective Equipment (PPE) 
This is the last resort and the least effective control method. It is the final barrier between people and the 
hazard. It does not control the hazard at source but instead relies on human behaviour where non-
compliance can expose the person to the hazard. This may include equipment such as protective clothing, 
aprons, gloves, goggles, boots and respirators. 
 
 
 
6.3.5 Implementation of Control Measures 
 
The Area Supervisor must ensure control measures are recorded in the description of how to do the task. 
This should normally be in the form of a method statement where appropriate. The measures must be fit for 
purpose and properly implemented. Any physical alterations, to equipment or working environment, which 
are specified, must be implemented before any activities commence.  
In cases where implementation of control measures is outside the scope of the Supervisor these must be 
escalated to the appropriate management level.  
 
Whilst it may be effective in the short term to rectify hazards using interim, reliable measures, a permanent 
and effective solution must be implemented as soon as practicable. In some cases, it will be necessary to 
use more than one control measure to manage exposure to risk. For example, to minimise exposure to a risk 
involving a chemical you could decide to replace the chemical with a less toxic one, implement safer work 
procedures and use a fume cupboard. Some control measures that are lower control priorities may need to 
be put in place until a permanent solution can be achieved. For example, you may decide the best way to 
manage exposure to a risk is to purchase a safer type of machinery with better guarding (substitution). In the 
mean time, to allow, continued use it will be necessary to minimise exposure to the risk by increasing 
supervision (administrative control), changing work procedures (administrative control) and erecting a 
temporary barrier (engineering control).  Whatever control measures are being chosen, the “hierarchy of 
control measures” must be taken into account. 
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6.4 Monitoring and review 
 
This the final stage in the risk management process. It is the means by which risk management is kept 
current and effective, as new hazards and those overlooked in the original process are identified and 
controlled.  Monitoring and review involves the systematic re-implementation of the original steps of hazard 
identification, risk assessment and risk control. This is to ensure that: 
 

• The process was undertaken properly and that, in hindsight, the conclusions were correct. 

• Existing risk control measures remain effective in light of changes of circumstances in the 
workplace. 

•  New hazards which may have arisen are identified and related new control measures are 
implemented. 

 
Controls themselves can be subject to failure so monitoring is recommended whenever the raw risk rating is 
more severe than LOW. The area Supervisor will specify the frequency for monitoring and review as it may 
be appropriate to include this as part of other, wider reviews in the same working area. Monitoring and 
review are often viewed as the final stage in the risk management process but Risk Management is dynamic, 
reiterative and must be responsive to change. This implies that there should always be some form of 
monitoring. This is the means by which risk management is kept current and effective, as new hazards and 
those overlooked in the original process are identified and controlled. Monitoring should be recorded to 
ensure that it is kept up as regularly as originally intended and should include both questioning and physical 
inspection to determine whether chosen control measures continue to be as effective as originally 
anticipated. People are generally more adept at following rules than considering risks. For this reason any 
monitoring system which identifies new risks must translate control measures into revised rules wherever 
appropriate. This may be in the form of amendments to work processes, signage and other guidance. In 
every activity monitoring in the form of vigilance for unexpected occurrences should be ongoing and 
integrated into the routine operation of the activity (e.g. a routine safety check with checklist in theatres or 
public events prior to performances or instructions). 
 
If new hazards can arise during an activity, it may not be possible to immediately remove people from them 
so the hierarchy of control must be considered in taking immediate steps to minimise risk and a permanent 
solution must be implemented as soon as practicable. 
 
 

You can use the same methods as in the initial hazard identification step to check controls. Consult workers 
and health and safety representatives and consider the following questions: 

 
• Are the control measures working effectively in both their design and operation? 

• Have the control measures introduced new problems?  

• Have all hazards been identified? 

• Have new work methods, new equipment or chemicals made the job safer? 

• Are safety procedures being followed?  

• Has instruction and training provided to workers on how to work safely been successful? 

• Are workers actively involved in identifying hazards and possible control measures? Are they 
openly raising health and safety concerns and reporting problems promptly? 

• Are the frequency and severity of health and safety incidents reducing over time? 

• If new legislation or new information becomes available, does it indicate current controls may no 
longer be the most effective? 
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If problems are found, go back through the risk management steps, review your information and make 
further decisions about risk control. The following actions will help to monitor implemented control measures 
and ensure that they remain effective: 
 

Accountability for health and safety – accountability must be clearly delegated to ensure procedures are 
followed and maintained. Where managers and supervisors have health and safety responsibilities they must 
have the authority and resources to meet them. Managers must remember that they have a duty to ensure 
that delegated responsibilities are carried out. 
 
Regular review – risk controls are more effective where there is regular review and consultation with workers 
and their representatives. 
 
Up-to-date training and competency – risk controls, particularly lower level controls, depend on all workers 
and supervisors having the appropriate competencies to do the job safely. Training should be provided to 
maintain competencies and to ensure new workers are capable of working safely. 
 
Up-to-date hazard information and risk assessments – information about hazards, such as plant and 
substances, may be updated by manufacturers and suppliers and should be checked to make sure controls 
are still relevant. New technology may provide more effective solutions than were previously available. 
Changes to operating conditions or the way activities are carried out may also mean that risk assessments 
need to be updated. 
 
 
 
 
 
 
 
6.5 References 
 
 

AS/NZS ISO 31000:2009 Risk Management - Principles and Guidelines 
The process described for managing risk is identical to that in AS/NZS 4360:2004. This Standard is identical 
with and has been reproduced from ISO 31000:2009, Risk Management - Principles and guidelines. It 
contains minor changes that have been made to the introduction to address the application of the Standard 
in Australia and New Zealand 
 
 
FINE, W.Y.T., Journal of Safety Research 1971, p157 
 
 
GF KINNEY and AD WIRUTH, Practical Risk analysis for Safety Management. 
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OHS Risk Management Handbook (HB 205—2004); Standards Australia International 
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