${legalname}										WHSPRO – 329
HAZARD MANAGEMENT PROCEDURE

Introduction
This procedure outlines the requirements for the management of hazards and provides a standard model for hazard management. The procedure fulfils the primary duty of care of PCBU’s under the WHS Act 2012 (SA) and the requirement for the person that has the capacity to influence and control the matter. Hazards and risks associated with work activities, the working environment and the use of plant, equipment and substances not already identified and controlled, are risk assessed with the view to implement additional risk control measures to minimise the risk injury in the workplace.

Scope
This procedure is to be used in the identification, assessment and control of hazards by all workers, contractors, volunteers or visitors on all ${legalname} premises and worksites.

Definitions
Hazard is a source or situation that has the potential to harm a person, the environment or damage property.

Plant is defined in the WHS Act 2012 (SA) as plant includes:
(a) any machinery, equipment, appliance, container, implement and tool; and
(b) any component of any of those things; and
(c) anything fitted or connected to any of those things.

Risk is the probability (likelihood) of harm or damage occurring from exposure to a hazard, and the likely consequences of that harm or damage.

Risk Assessment is the process of evaluating the probability and consequences of injury or illness arising from exposure to an identified hazard.

Risk Control is the elimination or minimisation of risk associated with an identified hazard.

Risk Register - A complete register of all the documentation that relates to an item/substance/task/event/activity e.g. Hazard Identification, Risk Assessments, Safe Operating Procedures, Safety Plans). 

Workplace is a place where work is carried out for a business or undertaking and includes any place where a worker goes, or is likely to be, while at work.  It includes a vehicle, vessel, aircraft or other mobile structure; and on any waters and any installation on land, on the bed of any waters or floating on any waters.

Roles & Responsibilities
Managers/Supervisors are responsible for:
· the identification of hazards and the implementation of any known risk control measures in consultation with workers and/or health and safety representatives
· the completion of risk assessments using form WHSFOR -329B for any risks or hazards that are not controlled to protect health and safety of workers 

Workers are responsible for: 
· reporting any hazards associated with the working environment, work tasks or activities to their manager/supervisor as soon as becoming aware of them 
· participating in the conduct of risk assessments and development of appropriate risk control measures for identified hazards to eliminate or minimise risk 
· using control measures as required and any other action taken, which is designed to protect health and safety 


Procedure
1. Identify the hazards
· Work out how people could be harmed. This can be achieved by direct observation, for example, workplace inspections/walkthroughs of an area, consultation with workers, hazard reporting and looking back at your accident and ill-health records. All hazards should be reported to your manager using WHSFOR – 329A. Alternatively to conduct a risk assessment use WHSFOR-329B and follow the next steps.

2. Decide who might be harmed and how 
· For each hazard you need to be clear about who might be harmed; it will help you identify the best way of managing the risk. That doesn’t mean listing everyone by name, but rather identifying groups of people. 

3. Evaluate the risks and decide on controls 
Having identified the hazards, you then have to decide what to do about them. The law requires you to do everything ‘reasonably practicable’ to protect workers from harm. Look at what you’re already doing; think about what controls you have in place and how the work is organized. Then compare this with the good practice and see if there’s more you should be doing to bring yourself up to standard. Apply the hierarchy of control i.e. 

Level 1 
· (Elimination) - Can I get rid of the hazard altogether? If not, how can I control the risks so that harm is unlikely? 

Level 2
· Substitution - try a less risky option (e.g. switch to using a less hazardous chemical); 
· Isolation – This involves physically separating the source of harm from people by distance or using barriers (e.g., install guard rails around exposed edges and holes in floors; use remote control systems to operate machinery; store chemicals in a fume cabinet)
· Engineering - prevent access to the hazard (e.g. by guarding, isolation, modifying plant and equipment and use of lifting equipment)

Level 3
· Administration – training, development of sop or rotating people through a job
· PPE - issue personal protective equipment (e.g. clothing, footwear, goggles etc); and provide welfare facilities (e.g. first aid and washing facilities for removal of contamination). 

Involve workers and health and safety representatives to assist you in the development of risk control measures. It is a requirement upon you as the duty holder to ensure that the controls are fit for purpose, suitable for the nature and duration of the work and is installed and set up correctly.

4. Record your findings and implement them 
Putting the results of your risk assessment into practice will make a difference when looking after people and your business. Document or record the results of your risk assessment as this is required so that assessments can be reviewed at a later date. For example, it is good practice that risk assessments are reviewed every 2 years or if something changes. When writing down your results, keep it simple, for example ‘Tripping over rubbish: bins provided, staff instructed, weekly housekeeping checks’, or ‘Fume from welding: local exhaust ventilation used and regularly checked’. Risk assessments need to be applicable and sufficient. 

5. Review your assessment and update if necessary 
Set a review date for this risk assessment. Look at your risk assessment again. Have there been any changes? Are there improvements you still need to make? Have your workers spotted a problem? Have you learnt anything from accidents or near misses? Make sure your risk assessment stays up to date.  Few workplaces stay the same i.e. new equipment, substances and procedures that could lead to new hazards. It makes sense therefore, to review what you are doing on an ongoing basis. During the year, if there is a significant change, don’t wait: check your risk assessment and controls where necessary, amend it. It is also a requirement to review your controls at the request of a health and safety representative.
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