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Introduction – Apply Risk Management Processes 
The information in the second unit of this cluster, is based on the unit of competency 

RIIRIS301D: Apply risk management processes. 

It covers the application of risk management processes in resources and infrastructure 

industries such as civil construction, mining and drilling.  The course content includes: 

• Identifying hazards. 

• Assessing risk and identifying unacceptable risk. 

• Identifying and recommending risk controls. 

• Contributing to the implementation of risk controls.  

• Reviewing safety system documentation. 

 

Risks and Hazards 

� A RISK is the chance of a hazard hurting you or somebody else or causing some damage. 

� A HAZARD is the thing or situation that causes injury, harm or damage. 

� If you can remove, or at least control, a HAZARD you can reduce the RISK involved. 

 

Risk Management 

Risk Management is defined as: The process of reducing or managing the risks when 

working with a hazard or in a hazardous situation. It should take into consideration the 

context of the organisation and worksite. 

 

The risk management process involves 3 main stages: 

1. Risk/Hazard Identification – to identify all the possible events and situations in 

the workplace where people may be exposed to injury, illness or disease. 

2. Risk/Hazard Assessment – which comprises: 

i. Risk/Hazard Analysis – to develop an understanding of the risk, its causes and sources, their positive 

and negative consequences, and the likelihood of those consequences occurring. 

ii. Risk/Hazard Evaluation – to assist in making decisions, based on the outcomes of risk analysis, about 

which risks need treatment and the priority for carrying out the treatments. Evaluation can lead to a 

decision to undertake further analysis. 

3. Risk/Hazard Treatment – to select one or more options for modifying risks and implement those options. 

 

Monitoring and review through consultation and communication with others 

should be planned as part of each stage of the risk management process.  Risk 

management is most successful when it becomes fully integrated into the normal 

operating procedures, processes and systems of an organisation or site.  Like all 

good management practices, risk management should be driven from the top down 

and be recognised as the responsibility of everyone.  Senior managers and team 

leaders have a particular responsibility in demonstrating commitment to the 

implementation and use of the risk management process. 

 

Take 5 / Slam Risk Management 

A Take 5 (or Slam) is a quick and simple tool for use in the field to conduct a HAZOB (Hazard Observation). 

The process allows individuals to consider the hazards and risks associated with a task.  The process of evaluation can 

be mentally undertaken and does not necessarily involve the completion of paperwork.  It can be used to identify 

hazards and assess the risks associated with activities where documentation or a procedure already exists or when 

conditions (such as weather) change.   
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The Take 5 (Slam) requires workers to review their workplace and identify any hazard. 

Once identified, the hazard is controlled, where possible, and recorded in accordance 

with site procedures. 

Sites generally have a Take 5 book, checklist or process that is used as standard 

procedure in line with documentation and processes such as WMS/JSA/JHA/JSEA and 

the mine safety management system.  (WMS = Work Method Statement, formerly 

known as a Safe Work Method Statement SWMS). 

If books or checklists are used make sure you always have one with you. 

 

 

 

 

The Take 5 / Slam system uses 5 simple steps to identify and deal with any hazards.  

The steps are: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A copy of a generic example of a Take 5 / Slam is in Appendix 1C. 

A copy of a template example of a Work Method Statement (WMS) is in Appendix 1D. 
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Different sites may have specific procedures or books for recording the details of the Take 5 

process. 

It is important that you always record and report the details of any hazard in line with site 

policies and procedures. 

If not able to be fixed immediately the area needs to be made safe and the hazard and a 

recommended control or treatment, recorded in accordance with procedures. 

A Take 5 form should be used to record the details of the hazard where the hazard cannot 

be recorded as per standard procedures. This will general include listing: 

� Date. 

� Time. 

� Your name. 

� Location of the hazard. 

� Details of the hazard 

(what is the hazard?). 

� Action taken. 

� Noting if further action is 

required. 

� Details of 

recommendations for 

controls or treatments. 

� Details of the risk level. 

It is the responsibility of the person who has identified a hazard during a Take 5 risk assessment to accurately record 

and report the hazard in accordance with site procedures in a timely fashion. 

 

Consultation and Communication 

Consultation and communicating with others is an essential part of risk 

management. 

It should take place at all stages of the process. 

Risk/hazard identification and coming up with ways of controlling or 

treating them involves talking to the people with knowledge of the 

situation, or who are directly affected by any action you take. 

 

An important part of the risk management process is to demonstrate 

teamwork and consult with: 

� All team members. 

� Employers/PCBUs.  

� Supervisors. 

� The relevant Occupational Health & Safety/Work Health & Safety (OHS/WHS) representatives. 

This will help to ensure that risks and hazards are not only effectively identified but that the people who are controlling 

and treating them are clear about their role and responsibilities in the risk management process. 

 

Benefits of Consultation 

Consultation can have the following significant benefits: 

� Contribution to risk/hazard identification. 

� Development/improvement of solutions. 

� Team commitment to control. 

� Ongoing evaluation. 

 

Contribution to Risk/Hazard Identification 

The following benefits arise when team members contribute towards the 

risk/hazard identification process: 

� The work team has intimate knowledge of the work environment and will 

most likely be the first to identify hazards. 

� Consultation should lead to team members feeling comfortable about 

reporting hazards without fear of intimidation or condemnation as a “whistle 

blower”. 
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Development/Improvement of Solutions 

Consultation with team members can help to develop a solution or improve it by: 

� Having firsthand experience with equipment and processes which can often 

lead to efficient and innovative solutions and/or improvements to hazard 

control.  

 

Team Commitment to Control 

Consultation with team members instils within them a commitment to contribute 

and control the process. 

� When the team members feel they are being consulted and listened to, they become stakeholders in the 

process and adopt ownership. 

� This encourages cooperation and responsibility for actions. 

 

Ongoing Evaluation 

Consulting with team members when evaluating the effectiveness of controls is 

important because: 

� The work team can provide valuable feedback on the effectiveness of the risk 

management system, with insights on how things are operating “at the coalface”. 

Risk management should be a team effort and it is important that everybody knows 

what they need to do and how or if they need to change their work processes to suit. 

 

Access, Interpret and Apply Compliance Documentation 
Documentation is essential to planning all aspects of the worksite, setting out the what, when, how and who of 

everything that needs to be done. 

When a Risk Management Plan is developed, it must be guided by and comply with the relevant compliance 

documentation. These are documents that require you to undertake tasks in a particular way or to meet a given 

standard. 

Worksites and organisations need to meet the requirements of a range of compliance documents, which may include: 

� Legislative, organisational and site requirements and procedures, e.g. for OHS/WHS, environmental 

protection. 

� Manufacturers’ guidelines and specifications. 

� Australian Standards. 

� Codes of Practice. 

� Employment and workplace relations legislation. 

� Equal Employment Opportunity and Disability Discrimination legislation. 

 

Codes of Practice 

Codes of Practice state ways to manage exposure to risks. 

While you are not obligated to comply with a Code, if you take a 

different course of action you will need to be able to justify this in the 

event of an accident or incident. 
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Australian Standards 

Australian Standards are published documents setting out specifications and procedures 

designed to ensure products, services and systems are safe, reliable and consistently 

perform the way they were intended to. 

Standards are not legal documents but many, because of their rigour, are called up into 

legislation by government and become mandatory. 

The standard covering risk management is: 

� AS/NZS ISO 31000:2009, Risk Management – Principles and Guidelines. 

 

OHS/WHS Legislation and Regulations 

Occupational Health & Safety/Work Health & Safety (OHS/WHS) legislation is defined as laws and guidelines to help 

keep all personnel/workers on a worksite safe.  OHS/WHS requirements on any worksite include health and safety 

regulations, Material Safety Data Sheets (MSDS), hazardous substances and dangerous goods codes, and safe 

operating procedures.  Each state and territory has enacted OHS/WHS legislation and regulations that cover, among 

other things, hazard identification and risk assessment. 

Regulations and Codes of Practice that apply in your state or territory can be provided by the relevant authority office: 

 

WorkSafe ACT 

www.worksafe.act.gov.au 

SafeWork SA 

www.safework.sa.gov.au 

WorkCover NSW 

www.workcover.nsw.gov.au 

WorkCover Tasmania 

www.workcover.tas.gov.au 

NT WorkSafe 

www.worksafe.nt.gov.au 

WorkSafe Victoria 

www.worksafe.vic.gov.au 

Workplace Health and Safety Queensland 

www.worksafe.qld.gov.au 

WorkSafe WA 

www.worksafe.wa.gov.au 

Note: The National Work Health and Safety Act came into effect on 1 January 2012 and replaces legislation for various 

states and territories. 

 

Inspect the Work Area for Risks/Hazards 
Risk/hazard identification means locating and noting all the possible events and 

situations in the workplace where people may be exposed to injury, illness or 

disease. 

Each worksite has its own specific risks and hazards and these should be outlined 

in your site induction. 

Some workplace hazards can be removed through staff training, better equipment 

and safe work methods. Talk to your workplace OHS/WHS officer for more 

information. 

Inspecting and analysing your work area conditions regularly to identify potential 

hazards is crucial in maintaining a safe workplace. 

 

Identifying Potential Risks and Hazards 

It is important that all potential risks and hazards are identified during the risk management process. A systematic 

approach is essential in identifying all risks and hazards in the workplace. 
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Planning and Organising 

Carrying out risk/hazard identification for all existing plant, substances, 

processes and work practices in your workplace may require some 

organising and planning.  

If you have a large workplace, it is a good idea to implement the 

following strategies in the risk/hazard identification process: 

� Split the workplace into several separate areas and tackle one area 

at a time. Priority should be given to areas with hazardous plant, substances, processes or environment. 

� Involve other workers to identify all sources of hazards in one particular area of the workplace instead of 

checking one hazard source (e.g. plant, hazardous substances etc.) at a time for the whole worksite. This will 

minimise the time involved. 

� Develop checklists to assist people who are involved in the risk/hazard identification process. Your state or 

territory work safety authority can assist with guides, advice and templates for hazard identification and 

checklists. 

 

Inspecting and Analysing the Workplace 

Hazards and risks in the workplace can change from day to day. In order to 

effectively manage them, the work area and work conditions need to be 

inspected and analysed on a regular basis. 

To identify possible risks and hazards, take a walk around the work area and 

check: 

� Up High – Obstructions, power lines, trees, scaffolding, cranes. 

� Eye Level – Other workers, equipment, machines, hazardous materials, 

obstructions. 

� Down Low – Surface condition, spills, debris, underground services, 

weight-bearing ability. 

 

Worksite hazards can also be identified by: 

� Analysing a situation or the way a job is carried 

out by other workers. 

� Looking at the equipment being used. 

� Checking records of injuries and incidents. 

� Checking safety tags. 

� Reading Safety Data Sheets (SDS). 

� Talking to other workers. 

� Staying informed about OHS/WHS trends and 

developments. 

 

OHS/WHS legislation may require you to repeat the risk/hazard identification 

process: 

� Before any alteration is made to plant or to the way it is used. 

� Before any alteration is made to systems of work which include a task 

involving manual handling. 

� Before plant is used for any other purpose than for which it was designed. 

� If new or additional information about hazards becomes available. 

� If an occurrence of a musculoskeletal disorder in your workplace is 

reported. 

If you identify a hazard in the area, make a note of it and follow your workplace 

procedures for communication, reporting and record keeping. 
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Possible Sources of Risks/Hazards 

Workplace hazards and risks can arise from a number of sources including: 

 

 

 

 

 

 

 

 

 

Work Environment 

� Poor workplace design. � Nearby activities. � Different conditions. 

 

Methods/Plans 

� Changeover. 

� Hazardous tasks being performed in the workplace. 

� People being exposed to hazardous substances, processes or environment. 

 

Equipment 

� Poorly designed plant being introduced into the workplace. 

� Incorrect installation, commissioning, use, inspection, maintenance, service, 

repair or alteration of plant in the workplace. 

� Uncontrolled energy. 

 

A piece of equipment or a work process may have many different hazards, and each of these hazards needs to be 

identified. For instance, a conveyer belt may have: 

� Mechanical hazards. 

� Noise hazards. 

� Electrical hazards. 

� Dust hazards associated with the movement of 

materials. 

 

Access, Interpret and Apply Existing Hazard Control Procedures 
Once you have compiled a comprehensive list of workplace risks and hazards, you will need to access, interpret and 

apply any existing risk management procedures. 

This will allow you to identify and eliminate those hazardous situations already covered by adequate procedures. 

Existing procedures may include regulatory and site procedures focused on hazards such as: 

� Personal safety, e.g. personal protective 

equipment (PPE), medical standards, drug and 

alcohol use, stress management and 

evacuation. 

� Equipment and machinery isolation. 

� Protection and guarding. 

� Hazard identification and monitoring. 

� Chemical safety. 

� Fire safety. 

� Other potential emergency-related 

circumstances. 

� Uncontrolled energy. 

� Changeover. 
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Interpreting Hazard Control Procedures 

Where control strategies are already in place, it is your job to analyse whether 

they are appropriate and adequate. For example, are they based on existing 

Regulations, Codes of Practice and current standards? 

Many hazards and risks are well known and have well established and 

accepted control measures. A formal risk assessment is not required when: 

� OHS/WHS laws and regulations for control of certain hazards or risks 

are implemented and complied with, e.g. gas and electrical safety and 

dangerous goods laws.  

� A Compliance Code or other guidance sets out a way of controlling a 

hazard or risk and the guidance is applicable to the situation. In these 

instances, the guidance can simply be followed. 

Existing control measures and risk treatments should not be regarded as 

adequate simply because an incident hasn't occurred. This particularly 

applies where the existing control measures are only administrative controls (e.g. training, safety procedures, safety 

signs) or PPE.  These types of controls rely heavily on human behaviour, i.e. people always doing the right thing. 

Any deviation in behaviour (e.g. employees/workers not following the safety procedures) could cause injury, illness 

or disease. 

 

Applying Hazard Control Procedures 

If an existing risk management procedure has been deemed both 

appropriate and adequate it should then be applied. Once a hazard 

control has been put into place it should be regularly assessed to 

ensure the risk level meets both legislative and organisational 

requirements at all times.  

The application of hazard controls, as well as the process of 

choosing them, should be documented thoroughly. If you are 

unsure of legislative or organisational documentation 

requirements, ensure that you talk to your supervisor. 

 

Recognise Unresolved Risks/Hazards 
Your analysis of existing risk management systems may have 

identified hazards that are not covered by existing and adequate 

procedures. 

These unresolved hazards need to be analysed in preparation for 

the risk assessment phase of the process. 

 

Analysing Risks/Hazards 

It is a good idea to use a table where you can list the type and scope of each hazard and their likely impact. 

This involves looking at the potential of the hazard and making an assumption that a person will be exposed to it when 

the harm actually occurs. 

The possible levels of harm need to be understood. 

 

For example, liquefied petroleum gas (LPG) cylinders may be stored in a room on site. One of the hazards of LPG is its 

potential to catch fire or cause an explosion. If the LPG escapes, one of the following can occur: 

� The gas may disperse harmlessly. 

� If the gas is ignited, the room could be set on fire, causing burns to anyone in the room. 

� If enough gas escaped, there could be an explosion that could destroy the room, damage areas outside and 

kill or injure anyone nearby.   
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Type and Scope of Unresolved Risks/Hazards 

Hazards may be classified into 5 different types to assist with targeting later assessment and control options: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mechanical/Electrical Hazards 

May include: 

� Electricity. 

� Machinery. 

� Plant. 

� Pressure vessels. 

� Dangerous goods. 

� Forklifts, cranes and 

hoists. 

 

Environmental Hazards 

May include: 

� Floors. 

� Stairs. 

� Work platforms. 

� Steps. 

� Ladders. 

� Fire. 

� Falling objects. 

� Slippery surfaces. 

� Poor lighting, ventilation, air quality. 

� Manual handling (lifting, pushing, pulling). 

� Excessively loud and prolonged noise and/or 

vibration. 

� Heat and cold. 

� Radiation. 

 

 

 

 

 

 

 

Chemical Hazards 

May include: 

� Chemical substances, e.g. acids or poisons, 

others that could lead to fire or explosion. 

� Cleaning agents. 

� Dusts and fumes from various processes such 

as welding. 
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Biological Hazards 

May include: 

� Bacteria. 

� Viruses. 

� Mould, mildew. 

� Insects, vermin, animals. 

 

Psychosocial Hazards 

May include events, systems of work or other circumstances that have the 

potential to lead to psychological and associated illness, e.g. work-related stress, 

bullying, workplace violence and work-related fatigue. 

 

Determine the Likelihood of an Event 
Once any unresolved hazards have been identified and listed, you will need to conduct a risk assessment to determine 

the risk factors. 

Risk assessment is the overall process of: 

� Risk identification. � Risk analysis. � Risk evaluation. 

Risk identification has been discussed earlier.  Risk analysis considers the causes, sources and levels of risks. It 

comprises 3 factors: 

Likelihood Has the event happened before? Is it likely to happen again? 

Consequence How severe is the outcome? 

Risk Level The combined result of likelihood and consequence. 

 

What Is “Likelihood”? 

Under AS/NZS ISO 31000:2009, likelihood is now defined as “the chance of something happening”. 

 

Determining Likelihood 

Typical questions to ask to determine likelihood are: 

� How often does a hazard have the potential to cause harm? A risk may exist 

all of the time or it may only exist intermittently. 

� How effective are current controls in reducing risk? 

� Can risks become more likely to cause harm because of the working 

environment (e.g. poor lighting, exposure to weather)? 

� How long might people be exposed to the harm? The longer someone is 

exposed to a risk, the greater the likelihood that harm may result. 

� Could the way people act and behave affect the likelihood of a hazard 

causing harm (e.g. fatigue or stress)? 

� Do the differences between individuals in the workplace make it more 

likely for harm to occur (e.g. new workers, older workers)? 
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Rates of Likelihood 

Likelihood can be rated as one of the following: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Determine the Consequence of an Event 
The next step in risk analysis is to evaluate and determine the consequence if the event should occur. 

 

What Is A “Consequence”? 

AS/NZS ISO 31000:2009 now defines consequence as: “the outcome of an event affecting 

objectives”. 

The consequence or level of harm resulting from a hazard will influence decisions about 

how much effort is needed to control the risks. 

A hazard may have the potential to cause a range of different types of harm, ranging from 

minor discomfort to a serious disabling illness or injury, or death. 

The possible levels of harm need to be understood. 

 

Determining Consequences 

You need to consider the following factors when evaluating and determining the 

consequence if the event should occur: 

� What harm can occur? Could the hazard cause death, serious injuries, illness or less 

serious harm, such as minor injuries requiring first aid? 

� What factors could influence the severity of an injury? 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 (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 could be harmed? If something goes wrong, is one person affected or are many people 

affected? For example, a mobile crane collapse on a busy construction site has the potential to kill or injure a 

large number of people. 

� Are there circumstances that could magnify the severity of an injury or incident? When assessing how things 

may go wrong, look more broadly than the immediate effects. Can one event cause other events? For example, 

failure of electrical supply can cause risk controls that rely on electricity in the workplace to become ineffective 

unless they are ‘fail safe’. 
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Rates of Consequences 

Consequences may be rated as: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Determine the Risk Level 
The next step is to analyse the risk, i.e. determine the risk level posed by the hazard. The risk level is the combination 

of likelihood and consequence. 

Using a table similar to the one below can help you analyse how high the risk level is, and how soon you need to act 

to remove the hazard or control it to an acceptable level of risk: 

LIKELIHOOD 

CONSEQUENCE  

Insignificant 

Minor 

First Aid 

Required 

Moderate 

Medical 

Attention and 

Time Off Work 

Major 

Long Term 

Illness or Serious 

Injury 

Severe 

Kill or Cause 

Permanent 

Disability or 

Illness 

Almost Certain M H H VH VH 

Likely M M H H VH 

Possible L M H H VH 

Unlikely L L M M H 

Rare L L M M M 

 

For any risk, there may be a number of different likelihood/consequence scenarios 

ranging from “likely but minor” to “less likely but major”. 

It is important to rate the realistic worst-case scenario, which is the worst-case level of 

risk considering both consequences and likelihood. 

Where there are multiple ratings for a risk, the highest combination of 

consequence/likelihood is taken as the final rating. 

If the likelihood that anyone will be exposed to a situation under all possible scenarios is zero, then there is no risk and 

no additional risk control measures are required. 

One method of analysing risks is to use a Risk Analysis Matrix. Record the risk rating for each hazard you have 

identified. 
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To construct a matrix, you can: 

� Establish a specialist risk analysis team. 

� Obtain expert or specialist advice. 

� Brainstorm within the workplace, particularly with employees/workers, health 

& safety representatives and OHS/WHS committee members – they are often a 

valuable source of information and experience. 

Your state or territory work safety authority can assist with guidelines and forms for 

analysing risks. 

 

Identify Risk Evaluation Criteria 
Once the level of risk has been determined, the next step is to identify or source the 

criteria for determining the acceptability/unacceptability of the risk. 

 

Sources of Risk Evaluation Criteria 

Criteria for the acceptability/unacceptability of the risk are determined by the organisation with reference to 

relevant legislation and are detailed in: 

� Internal policy. 

� Workplace goals and/or objectives. 

� Regulations. 

� Codes of practice for specific risks/hazards. 

 

Some hazards such as noise and atmospheric contaminants may require measurement to decide if further action is 

required.  

Regulations and codes of practice for specific risks and hazards usually 

state measurements to determine unacceptable levels of risk, e.g. 

decibel levels, contaminant levels. 

If you are still uncertain about risks and do not have enough 

information, or are uncertain about the degree of exposure, you 

should:  

� Obtain more information by speaking with your supervisor, the 

OHS/WHS officer or other appropriate person. 

� Apply good practice to minimise exposure until more 

information is available.  

� Obtain specialist advice if necessary. 

 

Evaluate the Risk 
The final step in the risk analysis process is to evaluate the risk against criteria to identify 

if it warrants 'unacceptable risk' status. 

Risk evaluation is based upon the outcomes and results of the risk analysis. 

It involves making decisions about which risks need to be treated, and the order in which 

they should be treated. 

Risk evaluation should take into consideration the: 

� Context of the risks in relation to the organisation and the worksite. 

� Relevant laws and regulations. 

� Other policies, procedures and requirements. 
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The table below is a useful tool in risk evaluation: 

RISK LEVEL ACTION  

VERY HIGH 

Act immediately: 

The proposed task or process activity must not proceed. Steps must be taken to lower the risk level to as low as 

reasonably practicable using the hierarchy of risk controls. 

HIGH 

Act today: 

The proposed activity can only proceed, provided that: 

1. The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

2. The risk controls must include those identified in legislation, Australian Standards, Codes of Practice etc. 

3. The risk assessment has been reviewed and approved by the Supervisor. 

4. A Safe Working Procedure or Safe Work Method has been prepared. 

5. The supervisor must review and document the effectiveness of the implemented risk controls. 

MEDIUM 

Act this week: 

The proposed task or process can proceed, provided that: 

1. The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

2. The risk assessment has been reviewed and approved by the Supervisor. 

3. A Safe Working Procedure or Safe Work Method has been prepared. 

LOW 
Act this month:  

Managed by local documented routine procedures, which must include application of the hierarchy of controls. 

Any task with a Very High risk level is unacceptable and must not be carried out. 

 

Determining Possible Actions 

The possible conclusions you might draw from your risk analysis process and the 

actions you might take are:  

1. Risks are not significant now and are not likely to increase in future.  

� End the current assessment and record the assessment details. 

� Review the assessment if the situation changes, or review it in 2 years. 

2. Risks are significant but already effectively controlled.  

� Determine the precautions necessary to maintain controls and minimise 

the chances of higher exposure occurring. 

� Determine if monitoring or health surveillance is required to check the 

effectiveness of controls. 

� Review the assessment if the situation changes, or review it in 2 years. 

3. Risks are significant now, and are not adequately controlled.  

� Identify and implement immediate measures for preventing or controlling exposure. 

� Consider stopping the process. 

� Commence a review of longer-term control requirements. 

� Re-evaluate exposures when the upgraded control measures are in 

place. 

� Determine if monitoring or health surveillance is required. 

 

Your findings should then be referred to the appropriate person in your organisation 

who has responsibility for managing OHS/WHS.  
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Identify the Range of Controls 
Once risks have been identified, analysed and evaluated, control options need 

to be considered and applied. 

 

Risk control involves selecting one or more options to modify a risk, and then 

implementing the selected options. 

 

Once an option has been implemented it can be referred to as a control. 

 

Controls should be recorded in line with organisational policies and procedures and the applicable standard. 

 

Arriving at appropriate controls to eliminate or minimise the risk involves: 

� Identifying the options for controls – a control option may be a single control or it may be made up of a number 

of different controls that together provide protection against a risk. 

� Considering the control options and selecting a suitable option that most effectively eliminates or reduces risk 

in the circumstances. 

� Implementing the selected option. 

 

Note: Mandatory controls outlined in the OHS/WHS regulations must be implemented as specified. 

 

Hierarchy of Hazard Control 

Hazard and risk controls may include option types ranked in order from the highest 

level of protection and reliability to the lowest.  This is known as the Hierarchy of 

Hazard Control, which is a range of control methods used to eliminate or control 

hazards and risks in the workplace.  The hierarchy has 6 levels: 

 

 

 

 

 

 

 

 

 

 

 

 

The most effective form of control is to eliminate the risk, e.g. by eliminating a particular chemical or process. If that 

is not reasonably practicable you need to identify other effective measures to reduce the risk.  Administrative controls 

and PPE are the least effective controls. 

 

Consider Control Options 
When considering which options to adopt for dealing with risks, at first all possible options should be identified. A 

brainstorming session with the work group is one method you can use. 
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You may need to conduct some research to identify the possible options for dealing 

with particular risks. Information about controls may be obtained from: 

� State or territory Compliance Codes and guidance material. 

� Industry associations. 

� Unions. 

� Manufacturers and suppliers of plant, substances and equipment used in your 

workplace. 

In some cases, published information will provide guidance to whole work processes. In other cases, the guidance may 

relate to individual items of plant or how to safely use specific substances.  The options can be implemented if they 

are appropriate to the situation and provide high levels of protection from the risk.   

You should list the options in the order of the Hierarchy of Control. 

 

1. Elimination  

Where no hazard exists, no risk of injury or illness exists. A hazard can be eliminated 

if it is not really necessary to the delivery of the end product or service. For example: 

� Repair damaged equipment promptly. 

� Remove trip hazards in a cluttered corridor.  

� Dispose of unwanted chemicals. 

� Eliminate hazardous plant or processes. 

If it is not possible to eliminate the hazards or all of the risks, steps need to be taken 

to reduce the likelihood or degree of harm of the hazards and risks that remain. 

 

2. Substitution  

If it is not possible to eliminate the hazard, substitute it with something – preferably of a lesser risk – which will still 

perform the same task in a satisfactory manner.  For example: 

� Substitute manual handling for appropriate plant and equipment to move materials. 

� Substitute a hazardous chemical with a less dangerous one. 

 

3. Isolation 

Isolate the problem from staff. This is often done by using separate, purpose-built rooms, 

barricades, or sound barriers. This moves the hazardous process away from the main work 

area to a site where emissions can be controlled.  For example: 

� Isolate and store chemicals properly by using a fume cupboard. 

� Isolate copying equipment and other machinery in soundproof rooms to reduce fumes 

and noise. 

� Use security measures to protect staff.  

� Incorporate appropriate exclusion zones when operating plant and machinery. 

 

4. Engineering Controls 

Redesign equipment, work processes or tools to reduce or eliminate the risk.  For example: 

� Ensure proper machine guarding is in place. 

� Use anti-glare screens on computer VDUs. 

� Use mechanical aids to minimise manual handling injuries. 

� Use wetting down techniques to minimise dust levels. 

� Change bench heights to reduce bending. 

� Redesign plant to reduce noise levels. 

� Install forced ventilation to remove vapours.   
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5. Administrative Controls And PPE 

These controls are a ‘back-up’ to the other categories. They should not be relied upon as the primary method to control 

risk – until all higher-level options have been exhausted. 

On its own, each of these methods of risk reduction is unreliable because it relies on people acting as expected. 

However, in combination with more effective controls, they can be used to further reduce risk. 

Sometimes ‘back-up’ controls should be used as the initial control phase while elimination or minimisation are being 

evaluated and applied. For example: 

Administrative controls such as: 

� Training. 

� Job rotation. 

� Redesigning of jobs. 

� Maintenance of plant and equipment. 

� Limitation of exposure time. 

� Provision of written work procedures. 

� PPE – should only be used as a last resort or in 

conjunction with other control methods. 

It is important to consider all of the options available when deciding on the best course of action. 

Not all options are feasible or possible under the circumstances. 

You may need to use a number of control measures together to reduce the risk to an acceptable 

level. 

The risk control plan should clearly identify the order in which to implement the individual risk 

controls. 

 

Identify Feasible Options 
Once all options have been listed, the next step is to analyse them to see which ones are feasible. 

A feasible control option must be: 

 

 

 

 

 

 

 

 

 

 

 

 

 

When deciding which types of control measure are feasible, you should consider the severity 

of injury, illness or disease that could occur.  

If the severity is high (fatality, serious injury), a higher hierarchy order of control (elimination, 

substitution, engineering controls, isolation) should be used.  

Where there are options for control, those that have the most impact on the likelihood and/or 

the degree of harm (e.g. elimination) should be implemented in preference to options that 

have lesser impacts.  
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The OHS/WHS legislation specifies that you must not depend solely on the 

use of administrative controls or PPE to reduce the risk unless you have 

established that the higher level, more effective, controls are not 

practicable. 

Where the hazard or risk has the potential to cause high levels of harm 

(e.g. death, serious injury or serious illness), more emphasis should be 

given to those controls that eliminate or reduce the level of harm, than 

those that reduce likelihood. 

Controls must provide the highest level of protection that is reasonably 

practicable in the circumstances. 

 

Analyse Options and Identify Resources 
Once you have reduced the list of control options to those that are feasible, you will need to analyse each option to 

identify what resources are required for their implementation.  Resources may include: 

� People (from within the organisation, 

contractors and external agencies) – human 

resources will be required to: 

� Provide advice. 

� Carry out physical modifications to plant 

or buildings. 

� Conduct staff training. 

� Environmental/physical resources can 

include: 

� Traffic control. 

� New or different plant and equipment. 

� Buildings and facilities. 

� Barriers, fencing and signs. 

� PPE. 

� Finance – financial implications of 

implementing the control options must be 

calculated, however cost is never a reason in 

itself for not implementing a control option. 

� Technology. 

� Information. 

 

Costs 

Inability to afford the cost of a particular control option is not a factor in determining what 

is reasonably practicable. 

The legislation expects a duty-holder to incur the cost of controls widely adopted in that 

particular type of enterprise. 

For example, in a spray painting workshop, the provision of canister respirators for workers 

involved with spraying isocyanate paints is an accepted means of controlling the risks that 

remain after engineering controls are implemented. 

A duty-holder who provides gauze masks because canister respirators are too costly will not be doing what is 

reasonably practicable to control the risk. 

 

The cost of providing the highest level of protection should be borne unless it is 

unreasonable in the circumstances to do so. 

A decision not to implement controls should only be made where the cost far 

outweighs the safety benefits that will be achieved. 

If two control strategies will result in the same levels of protection for people and have 

the same reliability, it is appropriate to adopt the least costly option. 

Cost should not be used as a reason for adopting controls that rely exclusively on changing people’s behaviour or 

actions when there are controls available that can change the risk through elimination, substitution, engineering or 

isolation. 
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Select the Most Appropriate Control 
Selecting the most appropriate hazard/risk control involves balancing the costs and efforts of 

implementation against the benefits derived. 

Essential things to consider are the legal, regulatory and other requirements such as social 

responsibility and the protection of the natural environment. 

Decisions should also take into account risks whose control is not justifiable on economic 

grounds, e.g. severe (high negative consequence) but rare (low likelihood) risks. 

Under the OHS/WHS legislation you are required to introduce treatments or control 

measures to eliminate the risk, or if that is not possible, to reduce the risk so far as is 

reasonably practicable. 

The term "reasonably practicable" has a particular meaning under the OHS/WHS legislation. It means practicable 

with regard to: 

� The likelihood or probability of a person being exposed to harm. 

� The potential seriousness of injury or harm that would result. 

� What the person concerned knows, or should reasonably know, about the hazard or risk and any ways of 

eliminating or reducing that hazard or risk. 

� The availability and suitability of ways to eliminate or reduce the hazard or risk. 

� The cost of eliminating or reducing the hazard or risk. 

 

You must be able to show consideration of all the above factors in selecting the most appropriate control with regard 

to the legislation and the organisation. 

 

Plan the Selected Control 

After decisions have been made about the most appropriate hazard/risk controls, you will need to take an organised 

and managed approach to ensure that they are put in place. 

 

Good organisational or business management practice should be followed. These include: 

� Developing plans, including timelines and resource requirements. 

� Applying the appropriate resources and infrastructure context and language. 

� Allocating a budget. 

� Assigning responsibility and accountability for the various steps in the plan, 

including for resolving problems and issues during the planned work. 

� Monitoring and reporting on the progress of the work. 

� Testing the controls once they are put in place. 

 

The formality of the control plan and the extent of it will need to match the organisation and the extent of work to be 

done. 

The plan should be developed in consultation with the relevant managers, health & safety representatives and 

employees/workers. 

Those people who have been allocated responsibility for implementing actions should be adequately briefed on the 

expectations. 

You need to make sure progress towards implementing the plan is monitored with enough lead time to take any 

corrective actions necessary to complete the plan on time. 

If you discover a need for corrective action, document it in its own implementation plan in the same way as you have 

done for the overall plan. 
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Applying Problem-Solving Skills 

Problems and issues with technical resources and infrastructure may arise from time to time. In dealing with any 

problems you should adopt a basic diagnostic process of: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As noted above, your implementation plan should assign responsibility and 

accountability for resolving problems and issues during the planned work. 

 

Using Appropriate Language 

Implementing risk management involves a new way of thinking and a new 

language. 

It is important to use precise, common terminology to ensure the effective communication and unambiguous 

description of the risks and controls within each area and across the whole of the organisation. 

Most state/territory risk assessment guides include a glossary of common terms, e.g. www.vmia.vic.gov.au. 

 

Gain Authorisation for Selected Control 
Before implementing the control plan you have selected it must be authorised by 

the appropriate manager or supervisor (or a competent person who has been 

delegated the authority to do this). 

This means it will have to be reported and documented in accordance with site 

requirements. 

A report on the risk assessment process and recommended outcomes should be 

prepared and submitted to the manager for endorsement of the recommended 

controls. 

In some cases, OHS/WHS regulations will require certain records to be kept and 

this must be done. 

 

Writing Reports 

A report is a write-up of an investigation and sets out: 

� Why the investigation took place. 

� How it was carried out. 

� What the findings were. 

� What actions are recommended. 

A report aims to convey information in a clear and concise manner. Sections should be headed and numbered for easy 

location of information. 
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Reporting on The Control Plan 

Your report should comply with site requirements for document control and might 

include the following information: 

1. Why the Risk Assessment is being carried out. 

2. All the actual and potential hazards in the workplace. 

3. The measures that are already in place to control risks. 

4. Risk rating for each hazard using the Risk Evaluation table, giving them a priority 

of VERY HIGH, HIGH, MEDIUM or LOW. Address extreme risks first, followed by 

high risks, medium risks and finally low risks. 

5. The measures recommended to control the hazard. You can use one, or a 

combination of controls. 

6. A copy of the implementation plan. 

7. Additional comments that: 

� Clarify or explain the risk rating or controls proposed. 

� Outline any special monitoring or other arrangements that will accompany any 

of the control measures. 

� Highlight any special feature or characteristic of the hazard.  

� Aid the implementation of the controls. 

8. Your signature and the date of the report. 

 

Document and Review Controls 
Once the risk assessment process is concluded, it will be necessary to document and 

review the selected controls in accordance with site working instructions (or 

equivalent) for the job to ensure they are in line with the new or modified controls.   

 

They must also comply with the organisational and site safety documentation.  

 

Operational Information and Procedures 

Work instructions set out the steps the worker needs to follow to interpret and complete a task correctly and safely. 

The relevant operational information will cover site working instructions which may include: 

� Applicable Commonwealth/state/territory 

legislation and codes of practice relating to the 

industry, dangerous and hazardous goods, 

environmental protection and safety and 

health. 

� Safety Data Sheets (SDS). 

� Worksite safety management systems. 

� Manufacturers’ documentation and 

handbooks. 

� Workplace Safe Operating Procedures (SOPs) 

and policies. 

� Emergency procedures. 

� Safety alerts. 

 

Procedural Documentation 

There are a number of different procedural documents that may be used on site, which may include: 

� Job Safety Analysis (JSA). 

� Job Safety and Environmental Analysis (JSEA). 

� Job Hazard Analysis (JHA). 

� Safe Work Method Statement (SWMS). 

� Work Method Statement (WMS). 

 

Generally, all of these documents require you to carry out the same process and are used to identify hazards and 

treatments relating to different tasks or pieces of plant or equipment.  
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In some cases these documents will already exist for the work you are required to complete. In other situations you 

may need to be involved in the creation of these documents. 

 

As a guide, these procedural documents are generally used where: 

� Hazards relating to the work have been identified. 

� Non-routine work is to be carried out. 

� New plant or equipment is being used. 

� Previously the task may have resulted in some damage or 

injury. 

� Where there is an intrinsic risk involved in carrying out the task 

(e.g. work at heights, confined spaces, electrical work). 

 

Depending on which specific form is being used on site there may be variations of layout and sequence, but they 

should all include the following details: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Preparing and Testing Work Instructions 

All relevant sources of operational information will need to be researched and analysed for content that can be applied 

to work procedures and processes. 

Preparation of work instructions should not be a one-off activity, but should be ongoing and part of the process of 

continuous improvement. 
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Reviewing Work Instructions 

Work instructions should be reviewed as part of standard safety management practice. 

They will need to reflect any new or modified equipment, processes or procedures 

adopted as a result of the risk assessment process. 

They should also be reviewed if there is a reason to suspect that the procedures are 

no longer appropriate or valid, for instance: 

� After an accident, incident or near miss. 

� When there is a change in the work process. 

� Significant new information or techniques become available. 

 

Apply Procedures to Control Recognised Hazards 
Once the control measure has been chosen, planned for and approved, it is time 

to implement the procedures to control the recognised hazards. 

It is extremely important that all procedures are applied correctly and according 

to organisational policies – and in line with the reviewed work instructions. 

If you have any concerns or questions about the application of procedures in 

your workplace, talk to your manager. 

The method of applying procedures will be different for each workplace so it is 

important that you are aware of your organisation’s requirements. 

Depending on the control measures that are being used, the application of procedures could include: 

� Communicating the updated procedure and 

relevant information to workers. 

� Implementing new processes for work tasks. 

� Purchasing new equipment or plant. 

� Conducting training. 

 

Communicate Control Information 

Information on the control and its implementation will need to be 

communicated to the relevant people. 

All personnel/workers involved in the steps to control hazards and risks must 

have the necessary information and skills to contribute. 

This may mean providing briefings on the approach adopted for the 

workplace or it may mean providing training. 

You can promote the proposed risk management process throughout the 

organisation by: 

� Conducting information sessions for managers, supervisors, unions and employees/workers. 

� Establishing appropriate forums (e.g. Working Party, Steering Committee, etc.) specifically responsible for the 

development and implementation of the control. 

� Tabling reports at workplace OHS/WHS committee meetings as part of an effective Safety Management 

System.  

� Making information available to all staff who work in the relevant area. 

Effective communication is crucial to the success of the program. Hazard controls are more effective where procedures 

are communicated in appropriate language, and signs and symbols are used. 

Communications can take many forms depending upon the audience and the information, and may include: 

� Face to face. 

� In writing. 

� By telephone or other electronic means. 

� Formal. 

� Informal. 
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Applying Communication Skills 

Effective communication skills will help you to get your message across and build 

confidence and commitment to the program. 

Express Yourself Clearly 

� Focus on the objective – think about what you say before you say it.  

� Speak clearly and concisely – don’t waffle or speak in generalisations. 

Actively Listen 

� This means you listen with the intention to hear and grasp what someone is 

trying to communicate. 

� Keep an open mind and open ears. 

� Always give your undivided attention to the current speaker.  

� Show that you are interested in what is being said by: 

� Making eye contact. 

� Asking questions when appropriate. 

� Not rushing, interrupting, or finishing the speaker’s sentences.  

� Watch your body language – the following are signs that you don’t care what 

the person is saying: 

� Too much fidgeting. 

� Tapping your pen or fingers. 

� Eye rolling and making faces.  

Give and Seek Feedback 

� Be assertive – express your personal feelings about any issues – your colleagues deserve honest feedback. 

� Specify why you agree or disagree – be descriptive and tactful. 

� Give positive feedback – everyone appreciates positive reinforcement. 

� Ask others for their feedback. 

 

Review Work Instructions for Compliance 
Work instructions should be monitored and reviewed to make sure they are in line with 

compliance documentation and site requirements. 

Maintaining effective procedures and controls to comply with changed legislative 

requirements and site operating conditions requires a number of things to be put in place. 

The following elements are necessary to maintain effective controls over time: 

� Regular consultation – risk controls are more effective where there is initial and ongoing consultation with 

employees/workers and safety representatives. 

� Allocated accountability for health and safety – accountability must be clearly allocated at various levels of 

management to ensure procedures are followed and maintained. 

� Up-to-date hazard information and risk assessments – information about hazards, e.g. plant and substances, 

may be updated by manufacturers and suppliers from time to time. This needs to be checked to make sure 

controls are still relevant. 

� Changes to operating conditions or the way activities are carried out may also mean that risk assessments 

need to be updated. 

 

An important step in effective risk management is to establish and maintain systems which allow the opportunity for 

regular evaluation and review procedures. 

Evaluation means examining control measures, including work instructions, to ensure risks are eliminated or reduced 

and have not caused new hazards presenting unacceptable risk.    
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Action Amendments to Work Instructions 
After the risk control plan has been authorised and work instructions have been 

reviewed, you may find that some amendments are necessary. 

You need to ensure a system is in place to make these amendments so that all tasks 

and activities still comply with worksite safety documentation. 

This will also mean that all workers can be clear about what is now expected and that 

they have the skills to carry out amended instructions. 

Large organisations may have many hazardous processes, large numbers of staff and 

layers of management. 

Establishing formal processes will ensure consistency and certainty of results. This generally includes protocols for 

authorisation and document control. 

For smaller organisations that do not have high risk processes, less formal approaches may be used that rely on a 

minimum set of procedures and documentation.  

 

Applying Amended Work Instructions 

All personnel/workers must have the necessary skills to apply the work instructions for their various activities and 

tasks. 

Changes in requirements and/or procedures may mean that you need to: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A copy of a generic template example of a Risk Assessment Action Plan is in Appendix 1E. 
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Appendix 1C:  Take 5 / Slam Example 

SLAM / TAKE 5 

Job Task  Crew  

Name  Date  

 

1. STOP – Engage your mind before your hands. Y N 

a. Am I trained, competent and authorised?   

b. Am I fit to perform the task? (Aware, rested, alert).   

c. Do I understand the task? (Is the task planned?)   

d. Is there a current procedure or SWP for this task?   

e. Can the task be done without a permit?   

f. Am I using appropriate tools / PPE for the task?   

g. Do I know what to do in an emergency?   

IF NOT – STOP AND CHECK WITH THE SUPERVISOR OR SITE MANAGER 
 

2.  LOOK – At the workplace and find the hazards. Y N 

1. Does the task involve any hazardous forms of energy?   

2. Is isolation required?   

3. Can I slip, trip or fall?   

4. Have I completed basic housekeeping in my work area?   

5. Can I get caught in or between anything?   

6. Is this a manual handling task?   

7. Have I planned the communication for the task?   

8. Will I come in contact with mobile plant / moving equipment?   

9. Do I need to barricade or block my work area?   

10. Can I get hurt and / or introduce hazards or others?   

IF ANY SHADED BOX IS TICKED, COMPLETE ASSESSMENT IN THE NEXT TABLE 
 

ASSESS the effects of the hazards on people, property and environment. 

Hazard No# CONTROLS IMPLEMENTED TO REDUCE RISK Safe to Continue Y N 

    

    

    

    

    

    

    

PROCEED IF YOU FEEL THE TASK IS SAFE TO DO SO 

MANAGE With effective controls and by advising others.   

If you are unable to perform the task safely, contact your supervisor. 



S123 (Mining Supervisor) 

 

 

Doc No. Version No. Name Start Date Review Location 

VC2017325 1.0 S123 Learner Guide – RIS Online  22/06/2017 22/06/2018 Digital Classroom Source Files / Civil Safety S123 – iSpring 
 

Page 31 of 35 

Appendix 1D:  Work Method Statement (WMS) Example 
 

Work Method Statement (WMS) 

WMS Name 
 

 
WMS Created By  Date of Creation /         / 

WMS 

Summary 
 Last Review Date /         / 

 

Company / Contractor Details Project Details 

Name  Client  

ABN  Contact Name  

Address  Site Address  

Contact No#  Contact No#  

Email  Start Date  
 

How to complete this WMS 

1 CONSULT Consult with all persons who will be involved in the completion of the work.  

2 LIST List each of the steps in the task work being done.  

3 IDENTIFY Describe the health and safety hazards and risks arising from each step in the work.  

4 RISK ASSESSMENT Review the level of risk associated with each hazard listed.  

5 CONTROL Describe how the risks will be controlled, and describe what hazard control measures will be put in place.  

6 RESPONSIBILITY Allocate a person to be responsible for the hazard control measure. 

7 REVIEW Review the effectiveness of the control measures and apply further hazard control. 

 

Training / Qualifications 

required to carry out work 

 

PPE required to carry out 

work 

 

Are all workers adequately trained and qualified?  Yes  No 

Legislation, Australian 

Standards & Codes of 

Practice relevant to work 

 

Equipment required to carry 

out work 

 

Environmental  

Statement 

 

Safety Checks required prior 

to commencement of work 

 

Coordination with other 

Trades 

 

Permits required for 

commencement of work 

 

Have these permits been acquired?  Yes  No 
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Work Method Statement Example (continued) 

 

Use this table to determine the level of risk associated with an identified hazard. 

LIKELIHOOD 

CONSEQUENCE 

Insignificant 
Minor 

First Aid Required 

Moderate 

Medical Attention and 

Time Off Work 

Major 

Long Term Illness or 

Serious Injury 

Severe 

Kill or Cause Permanent 

Disability or Illness 

Almost Certain M H H VH VH 

Likely M M H H VH 

Possible L M H H VH 

Unlikely L L M M H 

Rare L L M M M 
 

RISK LEVEL ACTION  

VERY 

HIGH 

Act immediately: 

The proposed task or process activity must not proceed. Steps must be taken to lower the risk level to as low as reasonably practicable using the 

hierarchy of risk controls. 

HIGH 

Act today: 

The proposed activity can only proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk controls must include those identified in legislation, Australian Standards, Codes of Practice etc. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

� The supervisor must review and document the effectiveness of the implemented risk controls. 

MEDIUM 

Act this week: 

The proposed task or process can proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

LOW 
Act this month:  

Managed by local documented routine procedures, which must include application of the hierarchy of controls. 

 

Work Step Associated / 

Identified Hazards 

Risk 

Level  

(L, M, H, VH) 

Hazard Controls Revised 

Risk Level  

(L, M, H, VH) 

Person Responsible 

Work your way through each step 

in the work process, giving a brief 

description of what is required at 

each stage. 

What hazards can be identified for 

this step? 

What is the 

risk level? 

What hazards controls will be put into place to 

deal with the identified hazards for this step? 

Has the risk 

been 

reduced? 

Who is responsible for carrying out 

the work and maintaining the hazard 

controls? 
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Work Method Statement Example (continued) 

 

Work Step Associated / 

Identified Hazards 

Risk 

Level  

(L, M, H, VH) 

Hazard Controls Revised 

Risk Level  

(L, M, H, VH) 

Person Responsible 

Work your way through each step 

in the work process, giving a brief 

description of what is required at 

each stage. 

What hazards can be identified for 

this step? 

What is the 

risk level? 

What hazards controls will be put into place to 

deal with the identified hazards for this step? 

Has the risk 

been 

reduced? 

Who is responsible for carrying out 

the work and maintaining the hazard 

controls? 

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

PERSONNEL / WORKER SIGNOFF 

All personnel/workers required to carry out this task need to be listed below.  By signing this SWMS, each person declares that they have carefully read the 

WMS and that they understand their responsibilities and requirements to complete the work. 

Name (please print) Position / Qualification Signature Date 

   /          / 

   /          / 

   /          / 

   /          / 

   /          / 

   /          / 

 

SENIOR MANAGEMENT SIGNOFF 

Does this WMS meet the necessary safety requirements?  Yes  No 

Does this WMS require review?  (Review Date                    /          /                    )  Yes  No 

Additional Comments 

 

 

 

Name (please print) Position / Qualification Signature Date 

   /          / 
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Appendix 1E:  Risk Assessment Action Plan Template 

 

RISK ASSESSMENT ACTION PLAN 

A Risk Assessment Action Plan describes how you will implement your organisation’s preferred treatment options 

for managing the risks that have been identified.  

After completing the Risk Register it is helpful to determine where your workplace risk can be reduced and 

minimized through additional risk management strategies.  This may be known as Risk Assessment Action Plan.   
 

Risk Item  

 

 

Recommended Response  

 

 

Proposed Actions  

 

 

 

 

 

 

 

Resource Requirements  

 

 

Responsibilities 

Throughout 

Implementation of the 

Plan 

 

 

 

Time Frame for 

Implementation of 

Action 

 

 

 

Reporting and 

Monitoring 

Requirements 

 

 

 

 

Person Responsible to Overall 

Implementation of the Plan 

 
DATE           /          / 

Reviewer 
 

DATE           /          / 
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RISK ASSESSMENT ACTION PLAN [Continued] 

Use this table to determine the level of risk associated with an identified hazard. 

LIKELIHOOD 

CONSEQUENCE 

Insignificant 
Minor 

First Aid Required 

Moderate 

Medical Attention and 

Time Off Work 

Major 

Long Term Illness or 

Serious Injury 

Severe 

Kill or Cause Permanent 

Disability or Illness 

Almost Certain M H H VH VH 

Likely M M H H VH 

Possible L M H H VH 

Unlikely L L M M H 

Rare L L M M M 
 

RISK LEVEL ACTION  

VERY 

HIGH 

Act immediately: 

The proposed task or process activity must not proceed. Steps must be taken to lower the risk level to as low as reasonably practicable using the 

hierarchy of risk controls. 

HIGH 

Act today: 

The proposed activity can only proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk controls must include those identified in legislation, Australian Standards, Codes of Practice etc. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

� The supervisor must review and document the effectiveness of the implemented risk controls. 

MEDIUM 

Act this week: 

The proposed task or process can proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

LOW 
Act this month:  

Managed by local documented routine procedures, which must include application of the hierarchy of controls. 

 

Hierarchy of Hazard Control 

ELIMINATION 

 SUBSTITUTION  

 ISOLATION  

 ENGINEERING CONTROLS  

 ADMIN CONTROLS  

 PPE  

1.  ELIMINATION Completely remove the hazard. This is the best kind of hazard control. 

2.  SUBSTITUTION Swap a dangerous work method or situation for one that is less dangerous. 

3.  ISOLATION Isolate or restrict access to the hazard. 

4.  ENGINEERING CONTROLS Use equipment to lower the risk level. 

5.  ADMIN CONTROLS  Site rules and policies attempt to control a hazard. 

6.  PPE The least effective control. Use PPE while you carry out your work. 

  


