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1. PURPOSE

To provide a systematic and objective approach to assessing hazards and their associated risks that will provide an objective measure of an identified hazard.

2. SCOPE

This procedure has been developed to detail the legal and Corporation requirements associated with the management of workplace hazards and risks, including hazard identification, risk assessment, the criteria for hazard/risk control measures and the implementation of such measures and their evaluation.
3. REFERENCES

a) Occupational Health and Safety Act 2004

b) Occupational Health and Safety Regulations 2017

4. OBJECTIVES

To provide adequate process to ensure that hazards are identified, assessed and controlled as far as is practicable.

5. DEFINITIONS

Hazard
is anything that has the potential to cause injury or illness (to employees, contractors, visitors or the neighbouring public) or damage to plant or property.  A hazard can be related to a physical state or a work practice or procedure.  A hazard can be introduced when implementing changes to existing arrangements.

Hazard Identification
is the process of identifying all situations or events that could give rise to the potential for injury, illness or damage to plant or property.

Risk
means the likelihood of injury, illness or damage to plant or property arising from exposure to any hazard.

Risk Assessment
is the process of determining the likelihood of an injury, illness or damage to plant or property happening.

Risk Score
is a measurement of risk on a common score so that risks can be compared and prioritised for control

Hazard Control
is the process of implementing measures to reduce the risk associated with a hazard.  It is always important that any control measure does not introduce new hazards, and that on going effectiveness of the control is monitored.

Hierarchy of Control
Is the established priority order for the types of measures to be used to control risks

Formal hazard inspection
is a written checklist of hazards inspected that are identified by a hazard/risk assessment

SWMS                                         is  a safety planning tool that identifies the hazards and risks of High risk construction work (HRCW) and documents the control measures necessary to manage those risks. The SWMS should describe to workers in clear terms how risks from the work will be effectively controlled to enable the work to be done safely. The Victorian OH&S Regulations 2017, state the 19 specific HRCW that a SWMS must be collated, consulted and agreed upon by all workers, prior to works commencing, due to the significant potential for serious harm that is often associated with this type of work.
JSA                                           is a documented process to identify the hazards of specific job tasks in order to reduce the risk of injury to workers. It involves breaking down the steps of performing a job, identifying hazards at each step, and creating controls to keep workers safe while performing that task.
JRA                                             is a documented process to identify potential hazards  

                                                    related to an activity or operation, analyze the level of 
                                                     risk (Consequence and Likelihood) associated with those                 

                                                     hazards, and propose controls to reduce the level of risk.
6. RESPONSIBILITIES

Managers and Supervisors shall ensure that:

a) Hazards are identified and assessed in consultation with employees

b) Suitable control measures are implemented where appropriate based on the hierarchy of control

c) Records are maintained of all risk assessments

d) The documented hazard identification and risk assessments,  have been prepared or reviewed by the work crew prior to commencement of work

e) All employees and contractors under direct control comply with the outcomes of the risk assessment process and the requirements of this procedure

f) Ensure all employees have received appropriate training in the hazard management process.

Employees shall ensure that:

a) All hazards are reported in the Tech 1 hazard register and to your immediate Supervisor or Manager.

b) Safe work procedures / instructions / SWMS, JSA’s, or JRA’s which have been reviewed and agreed prior to works commencement are complied with

c) All risk control measures implemented for the task are maintained

d) Personal protective equipment and clothing is worn where required

7. PROCEDURE

7.1 Introduction

The GWMWater Occupational Health and Safety (OHS) Policy statement requires the provision and maintenance of a safe and healthy working environment and safe systems of work.  To do this, managers, supervisors, employees and contractors must co-operatively ensure that hazardous conditions and practices are detected, reported and corrected and that adequate preventative measures are taken to safeguard people, property and materials.

The process of identifying hazards, assessing risks and then applying appropriate, cost effective control measures, is the basis of all requirements of the Occupational Health and Safety Act 2004 and its subordinate regulations.

7.2 Hazard Identification
Hazard Identification is the process of identifying all situations or events that could give rise to the potential of injury or illness or damage to property, plant or equipment. The Corporation is committed to proactively identifying hazards as an essential part of the OHS program.

Hazards in the workplace can be identified by:

a) Workplace inspections

b) Written or verbal hazard reports

c) Incident reports or investigations

d) Conducting a  hazard or risk assessment )
e) Consultant reports

f)  Safety Data Sheets

g) Statistical Analysis

h) Industry Information

When identifying hazards the different types below should be considered

a) Physical Hazards, eg;fatigue, noise, plant related hazards, working at height, manual handling, ergonomic, falling objects, trench collapse, confined space entry, working on water;

b) Mechanical Hazards, eg; impact injuries, structural or mechanical failure, vibration, moving parts, gravity;

c) Chemical Hazards, eg; burns, inhalation, absorption through skin, ingestion, reaction with other substances, storage issues, poisoning, corrosion, fire/explosion;

d) Pressure Hazards, eg; over-pressure, explosions, relief valves, leaks, hydraulics;
e) Electrical Hazards, eg electrocution, contact with overhead and underground services;

f) Radiation Hazards, eg; UV radiation, lasers;
g) Biological Hazards, eg; infection, needle stick injuries, handling of wastes;
h) Psychological Hazards, eg; workplace conditions leading to stress;
i) Hazardous substances Hazards, eg; Asbestos materials exposure, Silica dust
7.2.1 Workplace Inspections

Workplace Inspection is the process whereby management and employees may together identify hazards and take action to prevent injuries and illnesses arising out of work at all workplaces.  The process involves inspection, communication, evaluation and review.  A key feature of the process is to ensure management accountability and the commitment of all personnel to hazard elimination and control. This is a formal process and must be complemented by informal inspections on a more regular basis, eg. daily.

Responsible persons will undertake formal hazard inspections of GWMWater facilities such as depots, yards and worksites annually. Major facilities such as workshops, waste water treatment plants, water treatment plants and corporate offices are to be inspected six monthly. If requested, the Safety Officer, HSR’s may be involved in the workplace inspection process. 

A Workplace Hazard Inspection Checklist (WHIC) has been developed to assist in workplace inspections. The checklist is designed to assist in the maintenance of appropriate OHS standards which comply with relevant OHS legislation.

Informal hazard inspections should be conducted by all employees daily. 

7.2.2 Field Work Hazard Identification and Control Checklist

With all of the various Occupational Health and Safety requirements imposed on field activities these days, it is becoming harder to ensure compliance. To make things a little simpler and to help prompt staff of the requirements a Field Work Hazard Identification Checklist has been developed.

Hazards associated with operations and field work may be identified using the Field Work Hazard Identification and Control Checklist form. CMS/131.
7.2.3 Hazard Reporting

Hazard reporting is a critical incident/accident prevention strategy. Hazards that are identified during the course of work must be reported to your supervisor or a health and safety representative as soon as possible and within 48 hours, a Hazard must be entered into the Tech1 hazard register
If an identified hazard can be rectified easily and immediately however (eg obstacles observed in front of the workshop doors will be removed), then a formal hazard report is not required.

7.2.4 Hazard Register

The Hazard Register provides a central reference point  to assist with the effective management of hazards. The register:

a) Provides a place to store documents relating to Workplace Hazard Inspection Checklists, Hazard Reports, Hazard Alerts, OHS Audit and Action Plans, Job Risk Assessments, other miscellaneous information relating to hazard management.

b) Contains information relating to identified hazards, risk ratings and suggested ways of controlling these hazards. 

The Hazard Register is to be maintained by the responsible Manager and is to be presented and discussed at  the safety committee meetings for review.

7.3 Hazard and Risk Assessment

When a hazard has been identified/reported or if modifications are made to plant, equipment, assets or processes, a hazard and risk assessment must be undertaken. The hazard and risk assessment process determines the degree of risk or danger of an injury or illness occurring or recurring. The degree of risk also helps to determine the appropriate response to the hazard. Hazards with a high risk must be addressed as a priority.

When assessing the risk associated with any hazard, it is necessary to ask the following questions:

a) Who is exposed to the hazard?

b) How often are people near the hazard (exposure)?

c) Has the hazard already caused any problems?

d) How easily can someone be injured?

e) Which factors in relation to the hazard need to be taken into account, according to health and safety legislation?

f) Which factors or specific aspects of the work are increasing the likelihood of injury or illness?

g) If a person was injured how serious the injury would be?

7.3.1 Risk Assessment Process

Risk is defined as the Likelihood or probability that a hazard may cause harm, and is a combination of the duration of exposure to the hazard, the likelihood of the hazard being realized and the consequences.

The risk assessment process requires a systematic approach to assessing hazards and provides an objective measure of the hazard and allows hazards to be prioritised and compared.

The process of hazard identification and risk assessment should be carried out “if practicable”, in consultation with Health and Safety representatives and committees (where established) and with employees involved with the process/operation at the workplace level”.

7.3.2 Risk Assessment Matrix

The risk assessment matrix is a tool used to help determine the level of risk of a particular hazard. (CMS /2051)
Start by considering the most likely outcome (Consequence) of the hazard by asking ‘How severely could it hurt or how ill could it make someone?’ choose from

a) Fatality or cause permanent disability or ill health / multiple fatalities

b) Long term illness or serious injury/single fatality
c) Temporary loss of health, chronic but moderate ill health

d) Medical attention and several days off work

e) First aid needed

Then consider, ‘How likely it is to hurt someone?’ (Likelihood)

a) Almost Certain

b) Likely

c) Possible
d) Unlikely

e) Rare

The risk rating is the point at which the two choices intersect on the grid.

The risk assessment grid has ratings from Catastrophic (25) to Insignificant (1. A rating of:

a) Very high and high risk, action must be taken immediately

b) Medium risk, action should be taken within three months or sooner
c) Low risk action, should be taken within 6 months or sooner. .

In some situations, risks can be reduced without a formal risk analysis ie a hazard or risk is identified, the nature of the risk and the control required is self-evident. For example, obstacles observed in front of the workshop doors will be removed. Achieving that outcome will rarely involve paperwork or undertaking a detailed analysis. The action is undertaken simply as part of ‘normal operations’.

7.3.3 Generic Risk Assessments

Where multiple items of plant, substances or materials are used in activities which for all practical purposes are the same, or similar processes exist, a single (generic) hazard identification and risk assessment process in respect of one or a representative sample may be sufficient provided the risk to a person is no different than if the processes were applied to each item individually.  This will avoid the need to unnecessarily duplicate the same hazard management process.

7.3.4 Job Hazard and Risk Assessment
Safe Work Method Statements (SWMS), Job Risk Assessment (JRA) and Job Safety Analysis (JSA) are all Safety planning forms, which are collated and   developed to provide an easily understood method to become pro-active in managing hazards (risks) as part of an everyday management strategy.

The benefits of doing a Job Hazard and Risk Assessment, prior to commencing a specific task include:

a) less health and safety incidents

b) better on-site communication between all parties

c) a transportable planning tool which only requires site specific updating

d) assistance in meeting health and safety responsibilities

A Safe Work Method Statement (SWMS) form must be completed for all High risk works (HRW) as stated in the Victorian OH&S Regulations 2017, part 5.1 (S 322). A SWMS sets out the individual tasks within the HRW activity in a logical sequence, identifies the hazards and risks, describes the hazard and risk control measures, how the control measures will be implemented and who is responsible for implementing the controls. The SWMS must be readily accessible and comprehensible to the persons who use it and all workers must be consulted in the SWMS development. Refer CMS/1569 – SWMS form.
A Job Safety Analysis (JSA) form is used for works that are low level risk and are not defined as high risk work in the OH&S legislation. A JSA sets out a specific job, the hazards with doing that work, the hazard controls and who is responsible for implementing the controls. Refer CMS/451 – JSA form.  
A Job Risk Assessment (JRA) form is used to identify potential hazards related to an activity or operation, analyze the level of risk (Consequence and Likelihood) associated with those hazards, and propose controls to reduce the level of risk. Refer CMS/2786 – JRA form.  
The five steps to an effective JRA are:

1.  Document the activity
Assemble those involved in the activity and then, using the JRA worksheet, write down in step-by-step form the tasks that make up the activity. 

2.  Identify the hazards (risks)
Next to each task, identify what part of the task may cause injury to those engaged in the task or others in the vicinity. In the JRA you can also include other risks such as environmental, economic, etc

3.  Document the control measures
For each identified hazard, assess the associated level of risk to those involved, and then list the control measures required to eliminate or minimise those risks. 

4.  Identify who is responsible
Document the name of the person responsible for implementing the control measure. 

5.  Monitor and review
Make sure the activity is supervised to ensure the documented process is being followed. The documentation should be reviewed whenever a documented activity changes or when there is a change of personnel or after an appropriate length of time. 

The completed SWMS, JSA or JRA provides a written record of the process to be used to proceed on a task. It must be signed off by all personnel on site and ideally should be completed by all employees involved in the activity, not just the supervisor or principal contractor. 

7.4 Hazard (Risk) Control

If a hazard is identified and the associated risk assessed, all steps must be taken to ensure that hazard is controlled or minimised in a manner that is reasonably ‘practicable’

‘Practicable’ refers to OHS hazard controls that can be reasonably implemented. To be practicable there must be regard for the:

a) likelihood of the hazard or risk concerned eventuating;

b) severity of the hazard or risk in question;

c) state of knowledge about the hazard or risk and any ways of removing or minimising that hazard or risk;

d) availability and suitability of ways to remove or minimise that hazard or risk; and

e) cost of removing or minimising that hazard or risk. 

7.4.1 Hierarchy of Control

The ‘Hierarchy of Control’ is used to prioritise the types of controls that may be used to eliminate or minimise a hazard or risk. Consider the appropriateness of each level of control in order. The higher the control in the hierarchy, the more successful it usually is at reducing the hazard or risk.

	Eliminate the Hazard
	
	Can you remove the equipment, task or substance?
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	Substitute the Hazard
	
	Can you replace a damaged ladder with a new one?

Can you replace a chemical with a less hazardous one?

Can heavy items be replaced with lighter items?


	Engineering Controls
	
	Can you redesign the task to reduce the risk?

Can plant be used to reduce manual handling?

Can guards be placed to protect employees from moving parts?


	Administrative Controls
	
	Can staff be made aware of hazards through training/posters?

Can rosters be changed to reduce repetitive tasks?


	Personal Protective Equipment/Clothing
	
	Can gloves, goggles etc be used to reduce contact with hazards?


The aim should be to eliminate all high risks, then eliminate or minimise as far as practicable medium risks by either one or a combination of control measures.

7.5 Control Evaluation

When a control option has been selected and implemented a review must take place to ensure that the control option is doing what it was intending to do. If the control option is not eliminating or reducing the risk to an acceptable level then further controls must be considered and actioned. 

The hazard register has a section which can be used for review of the implemented control(s). The responsible Manager can review implemented controls and any comments, feedback or suggestions can be documented into the hazard register.
7.6 Corrective Action Report

The corrective action report is designed to ensure that any deficiency in work practices, procedures or systems is assessed and practical solutions found to minimise the recurrence of the problem.

8. ATTACHMENTS

CMS/314 Occupational Health & Safety Injury Management Policy
CMS/309 Occupational Health & Safety Policy Statement
CMS/2079 Hazard Report Form
CMS/3304 Create Health and Safety Work Inspection work orders Work Instruction
CMS/1952 Scored OHS Inspection Blank (2)
CMS/1563 Office Workplace Hazard Inspection Checklist
CMS/159 Workplace Hazard Inspection Checklist
CMS/2051 Risk Matrix Guide
CMS/301 Hazard Reporting Procedure
CMS/131 Field Work Hazard Identification Checklist (Planned Works) Form
CMS/1569 Safe Work Method Statement ( SWMS ) for High Risk Construction Works
CMS/2786 Job Risk Assessment Form
CMS/451 Job Safety Assessment Example
CMS/3488 How to Fill Out a Safe Work Method Statement
CMS/3188 Hazard Register Manual Work Instructions
CMS/176 Construction Hazard Management Procedure
CMS/179 Corrective Action Report Form
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