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Managing Hazards and Risks in the Workplace

Purpose
The purpose of this procedure is to outline how the business will identify and control risks within the workplace by utilising the risk management process:
· Identify Hazards – What could cause harm
· Assess Risks – How severe would the harm be? How likely is it to occur?
· Control Risks – Eliminate or minimise the risks through application of the Hierarchy of Controls
· Review / Monitor – Ensure the control measures remain relevant and effective and that no other hazards have been introduced while maintaining accountability for the implementation of control measures.

Scope
This procedure applies to all workers, contractors, students, and volunteers who undertake work within the business.

Responsibilities
The business is responsible for ensuring workers have the correct knowledge and understanding to identify hazards and implement controls to mitigate the risk to as low as reasonably practicable.
Workers are responsible for reporting hazards and following reasonable directions from the business to assist in the implementation of controls.

Equipment and Materials Required
PPE, Risk assessments, SWMS, observations, inspections, incident reports are a few examples of tools that can be required to identify and control risks.

Procedure
The Risk Management Process
1. Identify Hazards
Tools which assist in hazard identification include, but are not limited to:
· Risk Assessment Workshops / Working Groups
· Safe Work Method Statements (SWMS)
· Operational Procedures and instructions
· Workplace Inspections and observations
· Incident reports, investigations and subsequent alerts
· Emergency Response and Incident Management planning and events
· High Risk Activity identification – refer to regulatory requirements and Codes of Practice
· Audits (internal and external)

For WHS, it is important to consider different categories of hazards and energy sources which may be present, including those which may not be obvious. Relevant Codes of Practice should be followed, including  Queensland Code of Practice, How to Manage Work Health and Safety Risks, 2021.
Some examples to help identification are listed below:
	Hazard
	Example
	Potential Harm

	Manual Tasks
	Tasks involving sustained or awkward postures, high or sudden force, repetitive movements or vibration
	Musculoskeletal disorders such as damage to joints, ligaments and muscles

	Gravity
	Falling objects, falls, slips and trips of people
	Fractures, bruises, lacerations, dislocations, concussion, permanent injuries or death

	Psychosocial
	Excessive time pressure, bullying, violence and work-related fatigue
	Psychological or physical injury or illness

	Electricity
	Exposure to live electrical wires
	Shock, burns, damage to organs and nerves leading to permanent injuries or death

	Machinery and Equipment
	Being hit by moving vehicles, or being caught in moving parts of machinery
	Fractures, bruises, lacerations, dislocations, permanent injuries or death

	Hazardous Chemicals
	Acids, hydrocarbons, heavy metals, asbestos and silica
	Respiratory illnesses, cancers or dermatitis

	Extreme Temperatures
	Heat and cold
	Heat can cause burns and heat stroke or injuries due to fatigue Cold can cause hypothermia or frost bite

	Noise
	Exposure to loud noise
	Permanent hearing damage

	Radiation
	Ultraviolet, welding arc flashes, micro waves and lasers
	Burns, cancer or blindness

	Biological
	Micro-organisms
	Hepatitis, legionnaires’ disease, Q fever, HIV/AIDS or allergies


Table 1: Example of Common Hazards excerpt from Qld COP How to Manage WHS Risks, 2021


2. Assess Risks
Once a hazard has been identified, the level of risk posed by the hazard needs to be considered.
Think about What would be the worst possible consequences of an accident involving that hazard?


3. Control Risks
The aim of controlling risk is to avoid or reduce the severity of consequences, and/or reduce the likelihood of exposure to those consequences, thereby reducing a risk rating to As Low As Reasonably Practicable (ALARP). 
For WHS, the Hierarchy of Control must be used to identify the effectiveness of a control measure in mitigating a risk to ALARP (residual risk controls). The preferred method is always to eliminate risk wherever possible. Risk Assessment needs to document that the hierarchy of controls has been applied and more effective options (e.g. elimination and substitution) considered, especially for high risk work.
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Ask, can the hazard be eliminated? Can the task be modified to make it safer?
If it can not be eliminated or substituted, can engineering controls be implemented or additional information and training provided to help your workers understanding of the hazard?
Can additional PPE or alternative PPE be used by workers?
Multiple layers of controls should be considered and implemented to reduce the risk.






4. Review / Monitor
The control measures put in place must be reviewed regularly to make sure they work as planned. 
WHS Regulations require a review : 
· when the control measure is not effective in controlling the risk 
· when there is a change in the workplace such as a new piece of equipment or task that may present new hazards 
· if a new hazard or risk is identified 
· if the results of consultation indicate that a review is necessary, or 
· if a health and safety representative requests a review. 
You must consult with your workers and consider the following questions when reviewing your controls:
· 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? 
· Have the 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? 
Priority for review should be based on the level of risk/risk rating. Control measures for high risks should be reviewed more frequently.  The review must be documented and records maintained.

5. Documenting Hazards and Risks
The Risk Register is a document which notes all known significant health and safety hazards and risks and the controls that are in place. The Risk Register must be monitored, reviewed and maintained annually at minimum or after a hazard has been identified or an incident has occurred.
The Risk Register provides information on the following, but not limited to:
	· 
	An overview of risks identified within the business

	· 
	Control measures that are in place

	· 
	The residual risk rating using the risk matrix (i.e. following the implementation of controls)

	· 
	Controls measures that are planned for



6. Health and Safety Documents
[bookmark: _Hlk15324094]The requirement for supporting documents (e.g. Standard Operating Procedure (SOP), Safe Work Practice (SWP), guidance material, templates, checklists, etc.) may be highlighted by a current or new process or by a formal or informal risk assessment.
The purpose of supporting documents is to provide workers with direction on how they can complete a work task or activity safely. Supporting documents should be created in conjunction with workers with knowledge and competency in completing the work. It is the responsibility of the creator to ensure that:

	· 
	Supporting documents developed are ‘fit for purpose’ and are scheduled to be reviewed at least every three (3) years. 

	· 
	Instruction and/or training is provided to workers and records of training are maintained. Training records are maintained in Centenary Memorial Gardens’ Training Register (REG001).



7. High Risk Work Documents
Where high risk work tasks are to be completed, a Safe Work Method Statement (SWMS) or Permit to Work must be completed. A SWMS template is available and is required to be completed for identified high-risk work.
Where [Business Name] has appointed a contractor to perform high-risk work at the workplace under the management and control of [Business Name], the contractor may be required to develop and provide a document such as a Safe Work Method Statement (SWMS), Permit to Work or equivalent risk management tool.

High Risk Work Activities requiring SWMS at [Business Name] may include, but are not limited to:
	· 
	Working at height equal to, or above, 2m.

	· 
	Work on energised electrical services or plant (e.g. where electrical isolation is required prior to a task being undertaken).



Safety Considerations
· Undertake pre-scheduled and periodic inspections and risk assessments of the workplace)
· When a Hazard is identified, follow the risk management framework, identify, assess, control, monitor and enter into the Risk Register
· Review the Risk Register annually to ensure key risks are documented and controlled.
· Implement the SWMS template (APP017) for identified high-risk work

References 
· Work Health and Safety Act (QLD) 2011  
· Work Health and Safety Regulation (QLD) 2011
· Code of Practice – How to Manage Work Health and Safety Risks, 2021

Version Control: 
· Version: 1.0 
· Effective Date: [Insert Date] 
· Review Date: [Insert Date] 
· Approved by: [Name & Title] 
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