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Audience

Department-wide

Purpose

This procedure sets out the department's approach to managing health, safety and wellbeing (HSW) risks. It
explains what must be done, who is responsible, and how the department keeps workers and others safe from
harm.

Detailed guidance, tools and templates that support the application of this procedure are available within the risk
management element of the HSW Management System (HSWMS) and must be utilised when applying risk
management processes.

This procedure provides the overarching requirements for managing HSW risks across department operations.
However, where a specific HSW procedure exists for a particular hazard or activity (e.g. asbestos management),
that procedure must be followed.

Overview

The department must, so far as is reasonably practicable, protect workers and other persons from harm arising
from HSW hazards associated with its operations through effective risk management.
Risk management is a systemic process used to:

e identify hazards and risks

e assess the level of risk

e implement effective control measures

e monitor and review effectiveness over time.

This procedure applies to:
e all workers, contractors, visitors and others

e all departmental workplaces including schools, regional and corporate environments
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o all work activities including planning, delivery, operations and change management

e all HSW hazards and risks including physical and psychosocial hazards.
Note: An exception to the application of this procedure is where a hazard or risk specific procedure exists. In these
cases, that procedure must be followed (e.g. asbestos management).
Risk management must be applied:

e proactively (planning and design stages)

e reactively (in response to unplanned events/incidents or changes)

e continuously (as part of normal operations).

This procedure should be read in conjunction with the Health, safety and wellbeing policy, Enterprise risk
management paolicy, procedure and framework.

The HSWMS Risk Management element contains the supporting resources that provide detailed instruction on how
risk management requirements are applied in practice.

Responsibilities

Workers
¢ Identify, record and report all hazards, incidents and near misses.
e Participate in risk management activities where required including HSW risk assessments.
e Implement controls and safe work practices specified in the department's HSWMS, do not remove or
weaken them.

Workplace/school supervisors, managers and delegates

These are leadership roles in workplaces or schools who have accountability for managing risks within their work
area or authorised activities. This may include deputy principals, heads of department, business managers and
directors. A person may hold more than one role and both sets of responsibilities apply.
Within their area/scope, they must:

e ensure all workers understand and apply HSW risk management processes

e record identified hazards and manage them in line with department and site-specific processes, escalating
high-risk matters promptly

o facilitate risk assessments for the work area or authorised activities and consult with relevant stakeholders
e approve risk assessments at the appropriate level
e ensure controls are implemented, maintained and remain effective

e monitor and review risk assessments regularly.
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Person in charge of a workplace/school
Typically, this is the principal, workplace manager, director, or other person with overall responsibility for the
management of a workplace. They must:

e implement, communicate, monitor and review site-specific HSW risk management processes with the HSW
committee or equivalent consultative platform

e ensure risk assessments are completed and all hazards are recorded
e maintain a current list of known hazards and their controls in MyHR Workplace Health and Safety

e ensure health and safety representatives (HSRs) have access to information relating to hazards and risks
relevant to their work group

e ensure all workers are familiar with control measures, participate in training and information sharing
e escalate high-risk matters requiring higher level approval

e only accept a medium or high residual risk where the risk cannot be eliminated or reduced further, the
hazard cannot be avoided, and approval is obtained at the appropriate level

e ensure retention of risk management records as required by the information asset and recordkeeping
procedure and the document disposal and retention schedule.

HSW region/workplace (including school) committee chair
e Oversee the application of the HSW risk management systems across the region or workplace.
e Review risks, risk management performance and proposed actions at regular committee meetings.

e Escalate unresolved issues as required including systemic/organisational risk.

Process

The department's HSW risk management process follows four key steps, based on the Workplace Health and
Safety Queensland (WHSQ) How to manage work health and safety risks Code of Practice 2021.

Consultation with relevant workers or their representatives must occur throughout every step.

4.

1. . 2. 3. Control Review
Identify . .
Assess risks risks control
hazards

measures

Management, commitment and consultation

Figure 1 - HSW risk management process
When the process must be applied:
e anytime a new task, activity or change is identified
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¢ when planning changes to tasks, activities, environments, plant/equipment
e when a hazard is reported or an incident occurs

e when controls may have changed or stopped working

¢ when legislation, a procedure or an audit requires it

e atregular intervals appropriate to the risk level.

1. Identify hazards: find out what could cause harm

Persons in charge of a workplace/school must implement and maintain site-specific processes, aligned with the
department HSWMS, to identify hazards. This includes:

¢ understanding the context of the hazards - who is involved, where the work happens, what skills and
experience people have, and what rules or legal requirements apply

o identifying hazards - things, situations or activities that could cause physical or psychological harm

e using a range of methods to identify hazards - talk to workers and HSRs, inspect the workplace, use the
checklists, review incident records, safety communications and manufacturer information

o recording all identified hazards - a register of known and potential hazards must be maintained at all
workplaces and schools using MyHR WHS.

Workplace/school supervisors, managers and delegates, are responsible for ensuring all workers within their area
of responsibility understand and apply these processes.

2. Assess risks: understand how likely and how serious

Workplace/school supervisors, managers and delegates, are responsible for ensuring that risk assessments are
undertaken and approved at the appropriate level for hazards identified within their area of responsibility, in
accordance with site-specific processes aligned to the Managing HSW Risk Guideline and/or any applicable
hazard-specific procedure.

Risk assessments help to understand the potential likelihood and consequences of risks associated with identified
hazards. Risk assessments may be documented (formal) or undocumented (informal/dynamic), this decision is
based on how likely it is that harm will occur and how serious the consequences could be.
A formal documented risk assessment is required when:

e hazards, controls or their interactions are not well understood

o multiple hazards interact; a high consequence activity is planned

e achange may affect controls

e legislation or a procedure requires it.

A documented assessment is not required where the hazards, risks and controls are well known and understood.
The required controls must still be communicated to and followed by all relevant persons.
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To document risk assessments, use the correct department tool (see the Risk Assessment Tools Index). If no
specific tool exists, use the HSW Risk Assessment Template and follow the Managing HSW Risk Guideline.

For psychosocial hazards, consider additional methods such as surveys, focus groups and specialised templates.
Consult workers and relevant parties as part of the assessment process.

Persons in charge of a workplace/school must ensure risk assessments are completed and escalate high-risk
matters to the parent HSW committee, direct supervisor or manager.

3. Control risks

A control is an action taken to eliminate or minimise health and safety risks so far as is reasonably practicable.

If risks cannot be eliminated, the hierarchy of controls must be used to minimise the risk as far as reasonably
practicable.

Most effective (High)

1.
Elimination

2.
Substitution

3.
Isolation

4

Engineering-(re-desig n)

AL
Administration

Least effective (Low)
Figure 2 - Heirarchy of controls

When applying controls, persons in charge of a workplace/school, workplace/school supervisors, managers and
delegates must:
¢ consult with affected workers and relevant stakeholders

e apply the hierarchy of controls, prioritising higher order controls

e use more than one control where a single measure is insufficient to eliminate or mitigate the risks
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o meet all legislative requirements and comply with department policies and procedures, as a minimum
standard at all times

o rate the residual risk using the HSW risk matrix. If the risk is not at an acceptable level, add more controls
before proceeding

e accept a medium or high residual risk only where the risk cannot be reduced further and the hazard cannot
be avoided (e.g. driving). This must be fully assessed, documented and approved at the appropriate
authority level, in accordance with site-specific processes aligned to the Managing HSW Risk Guideline

and/or any applicable hazard-specific procedure

e ensure psychosocial hazard controls focus on the design and management of work, supported by site-
specific processes, supervision, training and clear processes for managing HSW issues, complaints,
conflict and incidents. Where risks cannot be eliminated through work design, implement additional controls
such as training, instruction and support processes

e ensure the completed risk assessment is approved by an authorised risk approver before work proceeds

e ensure all affected workers are aware of, and familiar with, the risk assessment control measures.

Additional requirements:

e Safe Work Method Statements (SWMS) must be used for all high-risk construction work. SWMS templates
for specific tasks are available on the hazard and risks webpage.

4. Review controls: make sure they continue to work

Risk management is an ongoing process. Persons in charge of a workplace/school must ensure there is a process
in place to regularly check that the controls are in place and effective. This process should:

e check that controls are in place and working, with review frequency reflecting the level of risk
e assign a nominated person to be responsible for maintaining each control
e keep plant, equipment, training, procedures and hazard information current

e encourage workers to report new or changed hazards (including psychosocial hazards) as they are
identified

e use workplace inspection checklists to verify that controls are effective

e review risk management performance through regular HSW committee meetings and escalate unresolved
issues to the appropriate authority level as outlined in the HSW governance structure

e support the Annual Safety Assessment activity.

Workplace/school supervisors, managers and delegates are responsible for using this process to ensure that
controls assigned to their area of responsibility are implemented, maintained and remain effective.

Consultation

Consultation with workers is a legal requirement under the Work Health and Safety Act 2011 (QlId) (WHS Act). It
must occur throughout the risk management process, not just at the assessment stage.
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Persons in charge of a workplace/school must have site-specific processes that gives workers, or their
representatives, the chance to have a say before decisions are made about the hazards or risks that affect them.
They must also ensure hazards and risk controls are communicated to all relevant persons.

Consultation may take place through HSW committees, HSRs, team meetings, surveys, direct discussion or a
combination of these.

Documentation and records

Persons in charge of a workplace/school must have a site-specific process to store and maintain risk assessments
and related records in line with:

e relevant procedure and risk management tool requirements
¢ the Information asset and recordkeeping procedure
e records retention and disposal schedules.

Records must be accessible for review, audit, incident investigation, and any authorised request, inspection, or
compliance activity.

Risk assessments must be kept current and reviewed whenever a change may affect the hazard, the level of risk or
whether controls are still working.

Definitions

Term Definition

Acceptable level (for The risk is consistent with the department's risk appetite and the legislative

risk) requirements for risk have been achieved (i.e. the risk is eliminated or minimised as far
as reasonably practicable)

Consequence The outcome (HSW impact) of an event which affects the department's ability to
achieve its objectives. The risk matrix defines these as: insignificant, minor, moderate,
major, serious, or critical.

Control Any existing process, policy, device, system, practice or other method aimed at
reducing the likelihood or consequence of a risk.

Hazard A situation, thing or activity that has the potential to cause/result in HSW harm.

Hierarchy of controls A ranking of controls from the highest level of protection and reliability to the lowest as
required to be applied by WHS regulation. They include elimination, substitution,
engineering controls, administrative controls and personal protective equipment. For
details see Managing HSW risk guideline.

Likelihood The chance or probability of the risk consequence occurring as a result of the risk event
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Term Definition
Reasonably Reasonably practicable means that which is, or was at a particular time, reasonably
practicable able to be done in relation to ensuring health and safety, taking into account and

weighing up all relevant matters including:
o the likelihood of the hazard or risk occurring
o the degree of harm that might result from the hazard or the risk

e what the department (through its officers and workers) knows, or ought to
reasonably know, about the hazard or risk and the ways of eliminating or
minimising the risk

e the availability and suitability of ways to eliminate or minimise the risk

e after assessing the extent of the risk and the available ways of eliminating or
minimising the risk, the cost associated with available ways of eliminating or

minimising the risk, including whether the cost is grossly disproportionate to the
risk.

Residual risk This is the level of risk with existing controls in place. The current risk level is
reassessed at each review cycle after considering the impact of controls and actions.

Risk The effect of uncertainty on the achievement of objectives and for HSW the possibility
that harm (death, injury or iliness) might occur when exposed to a hazard. Risk is
measured in terms of consequences and likelihood.

Risk approver The authorised/appropriate delegate listed in the risk assessment template or
guidelines or if none indicated an appropriate supervisor or manager who signs
off/fapproves the risk assessment.

Risk level The risk level derived from the HSW risk matrix after considering the consequence and
likelihood of the risk (typically expressed as low, medium, high, extreme).

Worker A person is a worker if the person carries out work in any capacity for the department.

Workplace A location where work is carried out by and for the Department, including any place
where a worker goes, or is likely to be, while at work (including conferences,
professional development seminars, excursions, out of office-based work areas, camps
and travelling in vehicles, vessels, and aircraft).

Legislation

e Work Health and Safety Act 2011 (Qld
e Work Health and Safety Reqgulation 2011 (Qld

e How to manage work health and safety risks: Code of practice 2021
e Managing the risk of psychosocial hazards at work: Code of practice 2022

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at

https://ppr.ged.gld.gov.au/pp/health-safety-and-wellbeing-risk-management-procedure to ensure you have the most current version of
this document.

Queensll’au;ld
Page 8 of 10  Government


https://ppr.qed.qld.gov.au/pp/health-safety-and-wellbeing-risk-management-procedure
https://education.qld.gov.au/initiativesstrategies/Documents/managing-health-safety-risks.pdf
https://education.qld.gov.au/initiativesstrategies/Documents/managing-health-safety-risks.pdf
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2011-018#sec.7
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2011-018
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2011-018
https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2011-0240
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0003/58170/Manage-WHS-risks-COP-2011.pdf
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0025/104857/managing-the-risk-of-psychosocial-hazards-at-work-code-of-practice.pdf

Department of Education

T T

e Work health and safety consultation, cooperation and coordination: Code of Practice 2021

Delegations/Authorisations

e Nil

Policies and procedures in this group

e Annual safety assessment procedure

e Asbestos incident management procedure

e Chemical management procedure

e Conducting home visits procedure

e Health and safety advisor procedure

e Health and safety committee procedure

e Health, safety and wellbeing incident management procedure
e Health, safety and wellbeing policy

o |l health retirement procedure

¢ Independent medical examinations procedure

¢ Infection control procedure

e Maintenance of areas outside school grounds procedure

e Managing first aid in the workplace procedure

e Managing manual tasks procedure

o Manual tasks - assisting students with physical impairments procedure
¢ Naotice of further consideration for health reasons procedure

e Occupational violence prevention procedure

e Reasonable adjustments procedure

o Workplace rehabilitation procedure

Supporting information for this procedure

e Nil

Other resources

e Health, Safety and Wellbeing Management Plan
e Health, Safety and Wellbeing Leadership Manual
e Managing HSW risk guideline

e Risk assessment tools index
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e HSW risk assessment template

e Enterprise risk management procedure

Contact

For further information, please contact:

HSW Management Systems
Email: HSWManagementSystems@aed.qgld.gov.au

Review date

6/10/2029

Superseded versions

Previous seven years shown. Minor version updates not included.
Nil

Creative Commons licence

Attribution CC BY

Refer to the Creative Commons Australia site for further information
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