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PART 1 Accessing the Risk Register

Log in to GSafe through the Health, Safety and Wellbeing site or through the portal under Key
Services. A dashboard will appear similar to the picture below. Dashboards will differ
depending on your access.
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View and manage WHS Risk
Assessments

E WHS Risk Register

On the “dashboard” there is an icon to access the WHS risk register module, click on it to view
and manage WHS risk assessments.

The following page will appear, listing all active risk assessments.
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NOTE: there are tabs for the ‘risk register’ and ‘my drafts risks’. There can be extra tabs
depending on your access. There are also three boxes below the tabs: Active, Archived and

All.

Introduction to functionality

BE B Y & B = . 9
Back New

Filter Refresh Delegation F."ri nt Em-brt Help

W

I|f Use the Filter button to search for risk assessments. A search can be completed on the
risk name, description, number, factor, rating, owner and business unit. Once applied, this
will limit the risk assessments appearing in the register.

ﬁ&] A Risk Approver can delegate their authority to another staff member when required.
Choose the Delegation button on the WHS Risk Register and select a staff member to delegate

authority to.

NOTE: The person who has been delegated authority will be notified via e-mail. The
notification centre on their dashboard will advise of the delegation. This will not alter the
workflow for the approval process and the risk approver can choose not to receive e-mails.
The delegated person can then approve risk assessments as assigned.

The Export button on the WHS Risk Register exports risk register details within the
chosen register to an excel spreadsheet. Once the data is exported it can be printed or
manipulated in excel. When editing or writing a risk assessment it will be exported to a word

document.

]

~
=

i
|I

= =

Bl

The View button will allow you to view a risk assessment and depending on your
access allow you to edit, archive, or invite another person to view the risk assessment.
Workflow will then alert the invited person of the risk assessment for their viewing.

— To conduct a formal review of an active risk assessment, click on the Formal Review
icon. Choose the ‘Next’ button to navigate through the screens, enter details of the
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assessment team and make changes to the risk assessment where necessary. Enter a brief
summary of the changes to this risk assessment as part of the review process.

!E‘

Risk review history icon will show the summary of a formal review or peer review.

E The Audit button will bring a pop-up window giving the audit trail of the actions

performed on the risk assessment.

¢/ Risk Assessments can be Archived if no longer relevant or required. When choosing
this function, a pop-up window will appear for you to enter a reason for archiving the risk
assessment. This will appear in the audit notes. Archived risk assessments can also be un-

archived.
ETJ
=1 This function produces an identical risk assessment (excluding Risk Assessment Team

details) with the option to edit all other aspects of the risk assessment. Click on the clone
button then confirm that you wish to clone the risk assessment this will then create a copy in
‘My Drafts Risks’.

PART 2 Completing a Risk Assessment

Preparing a new risk assessment
To prepare a new risk assessment click the new button on the top left of the screen.
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The following screen will appear

S W ped
Ftome (b Tesks (1) i marsis ¢ Memienance ) Fesdnact Jf Losout
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your risk assecsment. “save” ﬁ TRAINING - CTL Chamical Procsss Risk Assessmant - Preparation of DNP salution v ©

| Describe taskiuse Describs tha task or use in ful

- ‘Chemical Process Risk Assessment - Preparation of DNP solution in the N44 3.16 facility

v o
n PEOPLE risk
Risk Approver Select the spprover for this
Risk Assessment
a Sarah Brookes #le
|
ENEE  o:: o risk Assessment Risk Owner Enter the date for this Risk
| Assessment
= e & 2 Sk B e Selct the ouner of the Risk
Assessment Team Enter the team members who
paricipated i this Risk
2 Aasesament. This shouid
&8 include the Risk Ovmer and
others who are nvokved with
the task being assessed

Important functions

&

Mandatory fields are indicated by the white arrow in the red circle.

F

A search box will open to find a person, location or business unit. When searching for
a person in the risk register using employer ID the ‘s’ is not required just the number.

T

Indicates a text box with spellcheck.

_sa=  Save Button. Periodically save when writing your risk assessment.

Page 1 of Risk Assessment

Insert the Risk Assessment Name as a simple description of the risk assessment.
Business units may wish to choose naming protocols to suit your group or if for a
course add the course number. For example, if you are part of the Health, Safety
and Wellbeing Team you could start the name with ‘HSW’. Undergraduate
students must put in course and appropriate name. Examples below.

> HSW_’Name of project’

> 1511ENV_Yarrabillba Field Trip
> |AP_6007ENG_’'Name of project’
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Describe task/use is the field used to describe in detail what the risk assessment is
covering. The physical requirements of the task, description of process, course being
assessed, or hazards involved should be included here. Please note there is a limit
to the number of characters available in the textbox.

Tip If you have a long multistep process you can attach it as a document or as a
Standard Operating Procedure (SOP).

The Risk Approver will default to your immediate supervisor however this can be
changed at the time of entering a new risk assessment. Once a risk assessment is
submitted, the risk approver will receive an e-mail advising them to review the risk

assessment.

Risk Owner will default to the person entering the risk assessment, however this can
be changed to enter a risk assessment on behalf of another person.

List the names of other people involved in undertaking the risk assessment in the
Assessment Team box.

Effect

v Organisation Wide Location Types  '® Specific Location(s)

Location

Al ® On Campus © OFf Campus

N P P!
N34_0.19 Laboratory - Wet J"_;| &
N34_0.18 Instrument Room JE'

Ll

Business Unit

(B A e

e

Effect box. For most risk assessments you will need to check the Specific Location(s) in
the Effect box and add your business unit

Locations for on campus activities can be searched and multiple locations added if needed.
Business Unit can also be search for. Note you will not see the business unit (School or

institute) box unless you have checked Specific Location(s) in the Effect box. It is important
to add your business unit.
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Documents referenced

>

Restricted Risk Assessment?

ﬁ ® No Yes

Attachment

r’ﬁ Browse

Documents Referenced Record all documentation relevant to the risk assessment
here such as Codes of Practice, standards, journal articles, policies and procedures.

Restricted Risk Assessment allows restricted access to assessment that covers sensitive or
security-related activities/projects/undertakings.

Attachments Add any attachments to your risk assessment (including scanned
hardcopy risk assessment, chemical risk assessments, safe work procedures,
photos). There is a 4.1 Mb size file limit on anyattachments.

NOTE: A chemical risk assessment (CRA) should be done for all chemicals and
attached to the GSafe risk assessment. A template for a CRA and guide is

available on the Health, Safety and Wellbeing site under Risk Management.

Click the ‘Next’ button at the top of the page to continue with page 2 of the risk assessment
process.

Please refer to the Griffith University Risk Management Guide for further assistance in

how to identify hazards and assess risks.
Page 2 of Risk Assessment

The Activity Description in step 1 of page 2 in the GSafe Risk Assessments module is a new
enhancement that allows you to describe multiple tasks within an assessment. Each
assessment can be divided into sections by completing the “Activity Description” section for
each task associated with an activity. This gives you the option to easily assess multiple tasks
together, under the one Risk Assessment. For example; all activities for a course or an event
can be combined; or a risk register for a business unit could be created in GSafe.
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The example below is for a course that has lectures, studios, off-campus activities and
assessment.

Step 1
Activity Description 0

Task basad asseszment

Lecture

Weekly 2 hour lecture in a University building.

||| X[|¥ ||V

Studio

Studio activities which may include working with tutors and working alone.
wetivities will include computer base work

||| X|]| 5|V

Off campus activities

Week 4 - Visit o park X
Week 8 - Visit io construction site X.

|| X[|¥ |V

Assessment items

Presentation to peers, ciass and possible guests.
Project waork.

&+ | X|| 8|

FIEIRED will allow risk Activity Description (Step 1) to be added, ordered or deleted.
These buttons are also available in Step 2, 3 and 5.

Step 2 is to identify the risk factors.
Listed below are some of the various types of risk factors:
» Energy; contains the hazards of electrical, laser, noise, radiation and vibration.

» People; comprised of hazards such as: psycho-social, travelling/journey,
working alone/late, working from home, client interactions.
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» Physical; includes hazards such as: confined spaces, construction work,
environmental conditions, evacuation, field work, first aid, slips/ trips/ falls,
work area design, objects and working at heights.

For further guidance on risk factors see the Hazard ldentification Table on the
Health, Safety and Wellbeing site.

Select a specific risk factor. You will be given options to describe and consider the factor.

Add details about the description of the risk factor and specifics for consideration in
the free text box. This free text box is a mandatory field. Forexample: If therisk factor
is ‘Energy’ and the description is ‘Electrical’ the first consideration may be
‘Equipment’. In the free text field that may include ‘Persons potentially exposed to
damaged or faulty electrical equipment resulting in risk of electric shock, burns or
electrocution in severe instances’.

If you have attached an SOP or similar documentation that already has the risk factor and
controls for the activity you can put in the text box ‘see attached SOP’.

Add more risk factors using the plus ‘+’ button.
NOTE: details in the free text box appear in the printed risk assessment. To get a

complete picture of your risk assessment, ensure all relevant information is entered
in the free text boxes.

Step 2 Step 3 Step 4 Step 5 Step 6
e ) o e S [ — Rty
E hy o h 2 ¥ trol and ibe yous E B o
e
v [N+ v Medium — Selact Hierarchy of Gontrol -- v ol —
mant Eim Iy practicablh
Matrix | Matrix
v e e
ovs Chemiosis (Review SDS) v | ]X] 8]V + |+ X|[3]¥
2 v
| | [subsiit  ressonably B
| # || X][ 3% ¥
+| X[ 8]v
3. isolate v
Preparation of DNP solut ify.
+# X 8%
| X 8%
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Step 3 Controls

When you have identified your risk factors you can add existing controls. In accordance with
the WHS Law, you must consider the hierarchy of controls, which starts with elimination.
Can you eliminate (get rid of) the identified risk factor? If not, can you substitute (e.g. safer
alternative) the identified risk factor? If the identified risk factor cannot be eliminated or
substituted, consideration must be given to isolation, use of engineering controls (e.g. attach
guards to the machine), use of administrative controls (training, safety procedure,
supervision), and PPE (personal protective clothing and equipment).

One way to demonstrate that you have considered the hierarchy of control, is to select both
eliminate and substitute as controls for each identified risk factor and make a generic
statement like - "Elimination was considered but not reasonably practicable".

Each control option should have a thorough description of what the control is, why it was
chosen and how it has been implemented. The free text box under the chosen control has
unlimited characters and is a mandatory field.

Each specific risk factor must have a control option and description entered in the free text
field. Where no additional existing control is required, or no proposed control is set, the ‘Not
applicable’ option can be selected with NA written in the free text box.

Examples of Controls

Substitution
» Substitute a with a less hazardous substance/plant/equipment.

Isolation
» Working in a glovebox.

Engineering Controls
» General Ventilation.
» Working in a fume cupboard, biosafety cabinet or paint booth.
» Working under an extraction arm.

Administrative controls.

» WHS online training modules completed.
Access to safety shower and eyewash statement.
Access to first aid kit.

Access to chemical manifest and Safety Data Sheets (SDS)

YV V V
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PPE

Enclosed boot or shoe.

Safety glasses or goggles.
Laboratory coat/gown.

Gloves (specify type and material)

YV V V V

Step 4 Current Rating

Determine the current risk rating with existing controls by clicking on the ‘Matrix’ button
and the Griffith University Risk Matrix will provide scoring options from Low to Extreme.

C q e —_—
Death or
First aid Medical Serious injury, |  large
People No injuries treatment treatment extensive number of
required required injuries senious
injuries
.
Insignificant Minor Moderate Major Cata: iC
Medium High High-

|Almost Certain|

Medium | Medium High r_nnn

Medium

Medium

———» Likelihood ——

£ =3

NOTE: Each risk factor must be rated as per the Griffith University risk matrix.

Step 5 Proposed Controls
Using the Hierarchy of Control, select and describe any new proposed controls to mitigate
the risk. The free text box is a mandatory field and must contain information about

the proposed control.

If a decision is made to accept the current level of risk, the ‘Not applicable’ option can
be selected with NA written in the free text box. Alternatively leave step 5 blank and
then step 6 will not need to be completed that is both step 5 & 6 are blank.

Step 6 Who is responsible.
Nominate the person responsible and expected completion date for each of the
proposed controls (Step 5). This will be added to the nominated person’s ‘My Tasks

module’.

10
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Step 7 Residual Rating
Consider how much your proposed controls will reduce the risk and determine the
Residual Risk rating using the Griffith University Risk Matrix by clicking Matrix button.

NOTE: If you have not added any proposed controls in step 5 the residual risk rating will be
the same as Step 4 (Current Rating).

Save the risk assessment and Submit the risk assessment.

NOTE: The save option allows the Risk Owner to print and review the assessment
prior to submitting and provides the option to make changes. In some instances, the
author of the risks assessments is not the risk owner. Saved risks assessments will
found in the author’s ‘My Drafts Risks’ until they have been submitted. Once
submitted, the status will change to ‘Awaiting Approval’ by the risk approver.

PART 3 Peer Review

Before submitting to the risk approver, you may want to invite a colleague to
peer review the assessment. You can do this while in viewing/editing mode in
the risk assessment or from the main screen in ‘My Draft Risks’ tab.

Reviewer Button
(Viewing/editing mode)

= o) £ I ; = # &
E 0 © ® H @ = = v
Back Mew Previous Mext Save Submit Print Export o Help

(= = T — Review Button
—— (Main Screen)

Click on the reviewer button and a search window will appear. Search for your
colleague and add them to the assigned window.

11
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Assign Peer Reviewers to Risk Assessment b4

i Choose the subject matter expert you would like to review this Risk Assessment.

First Mame: |k\m |

Search

Search result - 1 Assigned : 1
Kimberley Morthcott, UGRD,52593071 Kim Morthcott,Senior HSW Adviser (He

‘

<<Remove

‘ Cancel oK

TADUTETY = yyer

When you press ok, GSafe will send an email to them inviting them to peer
review the risk assessment.

The peer reviewer can link to the risk assessment or log into to GSafe and go to
the ‘My Peer Review’ tab and view it. After viewing, the reviewer clicks on
‘Review Notes’ button and adds their notes into the pop-up window. After
finishing their notes they click on submit which will generate an email to you
advising it has been done.

Review Notes

Open Window for Notes

L/;u Tasks i

|Risk As

)
@ A

1
p | Submit Help

| (? Please leave your comments after reviewing this Risk it 1
/ I Coni

Identify

Step 2

Risk Factor and Risk D&

s
(1]

Deseribe

Consider,

Once you receive the email advising you that the peer review has been completed
either follow the link in the email or return to your ‘My Drafts Risks’ tab in GSafe.
Click on the Review History button on the main page to view the peer reviewers
report.

X Review History Button
(Main Screen)

Make any appropriate changes to your risk assessment then save and submit for
approval.

12
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PART 4 Approval Process

The Approver will receive an email requesting to approve a GSafe risk assessment,
click on the link to access the risk assessment. Alternatively, the Manager/Supervisor
Dashboard shows WHS Risks awaiting approval in the Notification Centre or go to the
‘Awaiting Your Approval’ tab in the risk register. You have the option to View, Accept
or Reject the risk assessment.

NOTE: When risks are awaiting approval, they remain in ‘My draft risks’ of the author.

When the approver, approves or rejects the risk assessment, a pop-up box will
appear for you to enter an explanation or comment on why the risk assessment was
either approved or rejected.

= x
Approve Risk Assessment - RE]EFE Ri?k Altsses.smsm )
@ To approve this Risk, click the Approve button | 5 2 To reject this Risk, click the Reject button i
.
Enter the reason(s) for approving this Risk Assessment : Enter the reason(s) for rejecting this Risk Assessment o
(I 1@
g
v v

Approve || Cancel | {aRejacty|\Cancal

TR AIMIMA  ST] Shamaiaal A-

Reasons for rejection can be viewed using the Audit button for the risk on the WHS
Risk Register. If rejected, the status will change from ‘Awaiting Approval’ back to
‘Draft’ and the Risk Owner will receive an e-mail, advising them of the rejection and
why. The Risk Owner can open the risk assessment by selecting the View option and
make necessary adjustments to resubmit.

NOTE: When a change is made to an approved risk assessment, the approval
process will begin again.

13
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PART 5 My Tasks

My task appears on the dashboard in the top right-hand corner.

EMy Tasks (1)

Fytomo [ty Tasks (1) e Anahsis 3 Mamenance ¥ Fesoack Jf Looaut

B & H = & My Tasks
Back  Reflesh  Save  Prnt  Expol  Help
open | ETC IECH

e e ERECEY TN TN

Various options are available to action tasks. The icon (picture of a risk matrix) will
appear against tasks that have been assigned.

A red flag will be indicated when a task has been escalated to a supervisor as it is

overdue for completion or has been open without action for a specified number of
days.

ﬁ The binoculars provide the option to open and view the details of the task.

1

task is highlighted if there are any notes related to the task.

The Notes icon will appear at the bottom of the page (a split page) when the

H
A )
“LL The Transfer button enables tasks to be transferred to a more appropriate

responsible person. A reason for transfer will be required and this will appear in the
audit notes for the risk assessment.

Tasks can be ticked completed or monitored via an approximate percentage. Use

the drop-down menu next to the number to change the percentage of task
completed.

Save any changes you make before you leave the My Tasks page.

14
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NOTE: In a risk assessment once the implementation of additional control
measures are marked as complete, the proposed control will automatically
transfer to the existing controls column.

PART 6 Formal Review

To conduct a formal review of an active risk assessment, click on the Formal Review icon.

a4

-

- :
| =
—— Formal Review Button

Step 1 of 5 - Risk Review window will appear which gives the name of the risk assessment and

purpose of review.

n Sy Tasks (1) y "N . =
M Home [piy Tasts (1) (s anahss  Mamenance %) Feeduack Jf Lovout

® = 9 3 2 Risk Review - Step 1 of 5
B rvorons M cubeat P e i ap
Risk Review
A Step 1 of 5 - Risk Review

You are about to I review of risk TRAINING - CTL Chemical Process Risk Assessment - Preparation of DNP solution. The purposs of this review is to check that all risk sources have been identified and that proposad treatments are current

and effective

" The process invalves viewing and making adjustments (if necessary) to risk descriptions, controls and ratings. All restments that are 100% complete will have been maved automatically into “current controls”, At the end of this process, the formal review for this risk

wil be completed.

Once read click on the next button to proceed. Step 2 of 5 - Risk Review will give the date of

the review and the review team.

Risk Review

Step 2 of 5 - Risk Review

Review Date:  |21/0622019 =
Review Team
Sarah Brookes (51540518, Senior HSW Adviser (Sciences), 3735 3566) (<]

Use the next button to proceed to step 3 where you can edit any changes to page 1 of the risk
assessment. Proceed to step 4 and make any necessary changes to page 2 of the risk

FiHoms [l Teska () gk nsiais 4 Maintsnance ) Fosdbach ] Loveut
BE ® & @& = s o Risk Review - Step 3 of 5
Back  Previus  Net  swmt P Expen v Hep
Risk Assessment Name Enter the nam of the risk
asssssment
ﬂ TRAINING - CTL Chemical Process Risk Assessment - Preparation of DNP salution v @
Describe taskiuse: Describe the task or uss in full,
" Chemical Process Risk Assessment - Preparation of DNP solution in the NA4 3 16 facilty
v o
Date of Risk Assessment Risk Owner Enter the date for this Risk
Assessment,
:T'? 03062019 & SaEh Brodkoe Ee Selact the owner of the Risk.

15
THIS DOCUMENT IS NOT CONTROLLED WHEN PRINTED



JpHome Sy Tasks (1) g Anaksis 3 Mamtenance ¥ Feedner ] Looout

BE ® & 9 = . & & Risk Review - Step 4 of 5
S e O Y S A
Ensure that you check the following: 1. Risk . 2. Any new risk iptions for this risk. 3. Controls current and any new controls that may have been 4. Current and 5. Determine if any
ﬂ further treatments are required.
Step2
° e e ) ° -

In step 5, enter a brief summary of the changes to this risk assessment as part of the review
process. Submit your review.

i Home. [“by Tasks (1) g Amasis 4 Maimtenance 1 Fesdback | Logout

B ® ¢ O = . & o Risk Review - Step 5 of 5
Back Previous Next Submit Print Export Invite Help
Risk Review

Congratulations!

You have nearly completed your formal review for this Risk

To complete this process enter any notes below and then dick the submit button o
— recorded in the history saction
No exira controls added_ SDS's reviewed and updated on attached CRPA. Added exira lab where solution being made: @

Please provide a summary of
the key changes you have

made. in pariicular note:

- any change to risk ratings.

- if addiional risk controls
have been identiied

- new risk sources

To save your review, click the 0 button (located on the toolbar).

To review your information elick the é./ buttan lacated on the toolbar).

PART 7 Cloning

Cloning a risk assessment should only be used for similar activities with similar risks and must
be carefully edited.

RIS

= K Clone Button

Click on the clone button then a pop-up window will open asking if you want to clone this
Risk, click on the ‘Ok’ button. GSafe will then generate a copy of the risk assessment into “My
Drafts Risks” with a new risk reference number.

Click on view button on the risk assessment and make the appropriate changes. After cloning
you will see that the risk owner and approver will change. None of the attachments from the
original risk assessment will be cloned.

Edit Page 2 of the risk assessment carefully as it will be copied exactly. When you have finished
editing save it and submit it for approval.
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