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1 Purpose

This procedure provides details how to conduct a Risk Assessments, Job Safety Analysis and formulate Safe Working Procedures (SWPs) if they are required.

2 Scope

The procedure applies to all members/drivers within Penrith District Nitro Racing inc. The decision on when a Risk Assessment or if development of a specific SWP is required will depend on the specific details of the job to be performed and the particular requirements and conditions at Sirc or on another site.

3 References
PDNR-F001 – Safe Working Procedure Form 
PDNR-F002 – Hazard/Incident/Accident Investigation Form

PDNR-F003  - Risk Assessment Tool

PDNR-F004  - OHS Induction Check List

4 Definitions

HAZARD  - A hazard is a situation with the potential for harm to life, health or property.

RISK - A risk is a measure of how likely an injury or illness is when a hazard exists.

SWP – Safe Working Procedure

5 Procedure

5.1 Risk Management

5.1.1 What is risk management?

There are six basic steps in the risk management process.

These are:

1. Establish the context

2. Identify hazards

3. Analyse risks that may result because of the hazard

4. Evaluate the risks

5. Treat the risks

6. Review and Monitor the risk. 
This process is the basis of OHS regulations for all hazards and risks.
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5.1.2 Risk Management Step 1- Establish the context

What is the work process?

An understanding needs to be reached of the task.

This part of the process is essentially descriptive.

5.1.3 Risk Management Step 2 - identifying hazards

A hazard is a situation with the potential for harm to life, health or property.

Hazards can be identified by:

· workplace inspections;

· reports from the workforce;

· incident and accident reports;

· workplace monitoring , and

· research and information from other organisations

Any member of PDNR who identifies a potential hazard in the workplace or encounters a near miss shall report the situation immediately to the Committee, who shall:

· assess the situation

· record details of the situation on the Incident/Accident Investigation Form PDNR F002– Hazard/Incident/Accident Investigation Form.

· Ensure that appropriate immediate action is taken to remedy the problem and prevent a recurrence.

· Ensure a Risk Assessment in accordance with 5.2 below is conducted

· Provide feedback to the club member reporting the hazard with the decision taken.
If there is a regulation, advisory standard, industry code of practice and/or guidance material from a government or industry body then this generally should be followed, unless a better methods of risk control can be used.

5.1.4 Risk Management Step 3 - Analyse the Risk

A risk is a measure of how likely an injury or illness is when a hazard exists

The risk presented by a hazard is a combination of the chance of an incident occurring and the severity of the consequences. Assessing risks helps to make sure that the most serious problems are addressed first. 

Analysing the risk involves determination of the:

· Consequences – outcome of an incident

· Exposure – interaction with hazard

· Probability – likelihood that consequences will occur once individual is exposed

Table Method Risk Score Calculator
Consequence

The consequence considers the potential harm that can be caused by the hazard. Consider what has already been done to minimise the outcome of the hazard.

The classifications of consequence used in the model are: 

· Catastrophic
-
Multiple deaths 

· Major
-
Single death

· Moderate
-
Injury / Hospital

· Minor
-
Injury / treatment

· Insignificant
-
First Aid
Likelihood

The likelihood considers the chance that the hazard will actually harm someone.  This includes considerations of how frequently and how long people are exposed to the hazard, as well as the chance of something actually going wrong.  Consider what has already been done to minimise the likelihood of the harm actually occurring.  

The classifications of likelihood used in the model are:

	· Rare
	Event may occur only in exceptional circumstances

	· Unlikely
	The event may occur at some time, say once in 10 years

	· Moderate
	The event should occur at some time, say once in 3 years

	· Likely
	The event will probably occur in most circumstances, say once a year

	· Almost Certain
	The event is expected to occur in most circumstances, say many times a month


Risk Classification

Once the consequence and likelihood have been determined for the hazard, the hazard can be given a risk classification, using the Risk Classification Matrix as shown below. 

Table 2:  OH&S Risk Classification Matrix

	
	Likelihood

	Consequence
	Almost

Certain
	Likely
	Moderate
	Unlikely
	Rare

	Catastrophic


	25
	24
	21
	19
	17

	Major


	23
	22
	20
	15
	14

	Moderate


	18
	16
	13
	10
	9

	Minor
	12
	11
	8
	5
	4

	Insignificant


	7
	6
	3
	2
	1


	High Risk
	Medium Risk
	Low Risk
	Very Low Risk


The higher the risk classification that is assigned, the higher the level of risk associated with the hazard.  The risk classification should be used to assign priority in hazard control. 

Risk Management - Step 5 - Treat the Risks

In many cases, it will be necessary to use more than one control measure to manage exposure to risk. For example, to minimise exposure to a risk involving a chemical you could decide to replace the chemical with a less toxic one, implement safer work procedures and use a fume extractor.

Some control measure that is lower control priorities may need to be put in place until a permanent solution can be achieved. For example, you may decide the best way to manage exposure to a risk is to purchase a safer type of machinery with better guarding. In the mean time it will be necessary to minimise exposure to the risk by increasing supervision, changing work procedures and erecting a temporary barrier.

Whatever control measures are being chosen, the “hierarchy of control measures” must be taken into account. Consider those at the top of the list, from elimination, and work down to personal protective equipment as the least desirable choice.

5.1.4.1 The Hierarchy of Controls

1. Eliminate

Remove the hazard (eg change the job so that the operator does not have to lift anymore)

2. Substitute

Use a safer alternative (eg find a safer chemical that will do the job)

3. Engineering controls

Design out the problem (eg put a guard on a machine)

4. Isolate the Hazard 

Locate hazard away from the workplace, enclose hazard etc.

5. Administrative controls 

Give people new skills (training), develop procedures, limit exposure etc.
6. Use personal protective equipment (PPE)

Use the proper safety gear for the job (eg use hearing protection)

Often, the most effective controls will be a combination of several different methods.

FM-1501.09 Risk Assessment Tool should be used to record the results of the risk assessment for equipment and processes.

Administration and the use of personal protective equipment are the lowest priority on the list of controls. These controls should NOT be relied on as the primary means of risk control until the options higher in the control priorities have been exhausted. These controls require management, enforcement, and commitment, together with behavioural modification.

Once you have decided on the control measures the next stage is the implementation.

5.1.4.2 Implement the Control Measures

Develop work procedures in relation to the new control measures, which may involve clearly defining responsibilities of management, supervisors and workers. 

Inform all relevant persons about the control measures being implemented; in particular, the reasons for the changes.

Provide adequate supervision to verify that the new control measures are being implemented and used correctly. Any maintenance in relation to the control measures is an important part of the process. Work procedures should detail maintenance requirements and verification of the maintenance to ensure the ongoing effectiveness of the control measures.

Risk Management - Step 6 - Monitor and Review the Risk

The final step in the process is to monitor and review the effectiveness of measures.

Set dates to review and record those dates.

Ask questions to determine whether the chosen control measure have been implemented, as planned.

· Are chosen control measures in place?

· Are these measures being used?

· Are the measures being used correctly?

· Chosen control measures are working?

· Have the changes made to control exposure to the assessed risks resulted in what was intended?

· Has exposure to the assessed risks been eliminated or adequately reduced?

· There are new problems?

· Have implemented control measures resulted in the introduction of any new problems?

· Have implemented control measures resulted in the worsening of any existing problems?

5.1.5 Who is involved?

To developing safe procedures for a job identify who is, or who will, supervise and do the job. Firstly, they may have a great deal of experience in doing the types of tasks that the job will involve and consulting them will make the task of developing safe procedures easier.

Under health and safety laws it is a requirement to consult with employees on matters that may affect their health and safety.

Secondly, as part of the developing procedures identify any new skills and knowledge that will be required to do the job safely.

5.1.6 What does the job involve?

Jobs usually involve one or more of the following:

· Manual Handling - the application of physical effort, such as lifting, standing carrying, pulling etc

· Plant - using equipment such as saws, presses, lathes forklifts etc.

· Hazardous Substances - working with chemicals and substances such as solvents, acids, gases, metals etc.

Many jobs involve all three elements.

It is important to identify what manual handling tasks; equipment and substances are involved in order to identify the hazards and risks associated with the job. For example, grinders create noise problems and can cause injury through sparks and metal fragments. 

It is also important to estimate how long and how often various tasks are undertaken as part of the job. For example, constant lifting of even small loads can increase risks of back injury or prolonged exposure to noisy equipment increases the risk of hearing loss.

Therefore, list of the manual handling tasks, the equipment and tasks that make up job.

5.1.7 What is the work environment?

People undertake their work tasks within a workplace or environment that may present its own OHS problems. For example the tasks may be out in the open and there is the issue of exposure to ultraviolet light and the weather, jobs may be undertaken at heights, or in a noisy or hot area, close to hazardous operations or in a confined space. These need to be identified because they can pose health and safety risks.

Once the potential hazards have been identified, it is necessary to consider to what extent they pose a risk to health and safety. Use existing knowledge and experience and if necessary gather additional Write up Safe Working Procedure (SWP)

The next step is to write the solutions into a Safe Working Procedure if it is decided that the job poses sufficient risk to require it.

5.2 Safe Work Procedures

If it is critical that a job is done in a particular way, then the correct procedure should be documented. These written procedures should be used in training and as a double check that the correct steps are being followed.

When a new SWP is required it must be developed in close consultation with the people who do the work.

The Procedure should identify:

· The Supervisor for the task or job and the employees who will undertake the task;

· The tasks that are to be undertaken that pose risks;

· The equipment and substances that are used in these tasks;

· The control measures that have been built into these tasks;

· Any training or qualification needed to undertake the task;

· The personal protective equipment to be worn;

· Action to be undertaken to address safety issues that may arise while undertaking the task.

PDNR-F001 – Safe Working Procedure Form should be used to document the results of the Safe Working Procedure analysis.

5.3 Train in the Procedure

Having determined the procedures that need to be in place consider what training and information needs to be provided to supervisors and employees. Consider the current knowledge and skills they have concerning manual handling, equipment, substance and the work environment. Training should be designed to bridge the gap between what they can do now, and what they need to do, to do the job safely.

The training should cover:

· what the job involves;

· what are the OHS problems associated with the job;

· the procedures that have been developed to ensure the job is undertaken safely.

5.4 Review procedures

The procedures should be reviewed:

· At regular intervals;

· When there is an injury or incident;

· When there are changes to the work system. This could be as a result of introducing new equipment or substances, modifying the workplace,

· using different types of employees to do the job;

· If new information is obtained about a previously unidentified hazard or risk.

6 Documentation

Form

Description




Maintained by 

How Long

PDNR-F003
Risk Assessment Tool -Table Method

Secretary

5 years

PDNR-F002
Hazard/Incident/Accident Investigation Form
Secretary

5 years

PDNR-F001
Safe Working Procedures


Secretary

5 years
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