University of Southern Queensland

Risk Management Plan

	Date:

	Faculty/Dept:
Human Resources
	Assessment completed by:
Michael Flannery
	Contact No: 

x2194

	What is the task?
Provide HR support to USQ
	Location where task is being conducted:
S Block Level 4 (this RMP only applies to this location)

	What is the operational significance of the task?

Task must be completed on a daily basis for smooth operation of USQ
	What is the strategic significance of the task?

Essential for high quality, effective service for Business Continuity

	What are the nominal conditions?



	Personnel
Approx 30 personnel (mainly female)
	Equipment
front counter, office spaces, interview rooms, duress alarm
	Environment
1 main entrance/exit, back fire exit, no security doors
	Other


	Briefly explain the procedure for this task (incl. Ref to other procedures)

HR business is conducted on level 4. Most visitors are stopped at the front desk and directed to wait for staff member. Only one person in reception. Interviews conducted in interview rooms and office spaces. Usually during business hours but occasionally outside these hours. 



Risk Register and Analysis
	Element or Sub Element/ Process Step
	The Risk:

 What can happen and what will be the result


	EXISTING CONTROLS
	Risk Rating with existing controls?

See next page 
	Is it ALARP?

Yes/No
	ADDITIONAL

CONTROLS

REQUIRED


	Risk Rating with additional controls?
	Is it ALARP?

Yes/No
	Risk Decision:

Accept

Transfer

Treat

	· List major steps or tasks in process 
	· Electric shock

· Eye infection

· Fire / explosion

· Physical injury

· Cut / graze

· Chemical burn
	List all current controls that are already in place or that will be used to undertake the task eg

· List of Personal Protective Equipment (PPE)

· Identify types facility, location

· Existing safety measurers

· Existing emergency procedures
	Consequences
	Likelihood
	Rating
	
	Additional controls may be required to reduce risk rating eg

· Greater containment (PC2)

· Additional PPE – gloves safety glasses

· Specific induction / training 
	Consequences
	Likelihood
	Rating
	
	

	Front Desk

	Aggressive staff member/student/visitor threatens/assaults staff at desk resulting in SPI
	· Duress alarm
· High desk/counter
· Separation distance
	major
	possible
	high
	no
	· Staff training
· Security access doors
	major
	unlikley
	moderate
	yes
	accept

	Registry

	Dangerous goods/malicious mail received and activated resulting in SPI
	
	major
	unlikely
	moderate
	no
	· Mail scanned/checked in mail room
· Mail room staff trained to recognise suspicious mail
	major
	rare
	low
	yes
	accept

	Interview rooms
	Aggressive staff member/student/visitor threatens/assaults staff in interview room resulting in SPI
	
	major
	possible
	high
	no
	· Duress alarm
· Staff training

· 3rd person present
	major
	unlikely
	moderate
	yes
	accept

	Interview in office
	Aggressive staff member/student/visitor threatens/assaults staff in office during interview/counselling resulting in SPI
	
	major
	possible
	high
	no
	· Duress alarm

· Staff training

· 3rd person present
	major
	unlikely
	moderate
	yes
	accept

	Office Spaces
	Aggressive staff member/student/visitor walks direct to office and threatens/assaults staff resulting in SPI
	
	major
	possible
	high
	no
	· Security access doors
· ID cards

· Staff training
	major
	rare
	low
	yes
	accept

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Risk Treatment Schedule
	Risk No
	Risk

(from Risk Register)
	Treatment
	Person Responsible for Implementation
	Timetable for Implementation
	Date Treatment Completed
	Review of Effectiveness

Effective/Not effective

	1
	Aggressive staff member/student/visitor threatens/assaults staff at desk resulting in SPI
	· Staff training


	Michael Flannery
	In progress
	
	

	1
	
	· Security access doors
	Simon Pearl
	Plans have been quoted
	
	

	2
	Dangerous goods/malicious mail received and activated resulting in SPI
	· Mail scanned/checked in mail room


	Bryan Williams
	Copy of RMP to be forwarded to OFM
	
	

	2
	
	· Mail room staff trained to recognise suspicious mail
	Bryan Williams
	Copy of RMP to be forwarded to OFM
	
	

	3
	Aggressive staff member/student/visitor threatens/assaults staff in interview room resulting in SPI
	· Duress alarm


	Michael Flannery
	
	
	

	
	
	· 3rd person present (procedure)


	Jane Farmer
	
	
	

	
	
	· ID Cards
	Michael Flannery
	
	
	


The task should not proceed if the risk rating after the controls are implemented is still either HIGH or EXTREME or if any risk is not ALARP.

Supervisor or designated officer 
Sign off: ________________________________
Date: ______________________

Name: __________________________________  Contact No. _______________________________

Note: In estimating the level of risk, initially estimate the risk with existing controls and then review risk controls if risk level arising from the risks is not minimal

Table 1 - Consequence

	Level
	Descriptor
	Examples of Description

	1
	Insignificant
	No injuries. Minor delays. Little financial loss. $0 - $4,999*

	2
	Minor
	First aid required. Small spill/gas release easily contained within work area. Nil environmental impact. 

Financial loss $5,000 - $49,999*

	3
	Moderate
	Medical treatment required. Large spill/gas release contained on campus with help of emergency services. Nil environmental impact. 

Financial loss $50,000 - $99,999*

	4
	Major
	Extensive or multiple injuries. Hospitalisation required. Permanent severe health effects. Spill/gas release spreads outside campus area. Minimal environmental impact.

Financial loss $100,000 - $250,000*

	5
	Catastrophic
	Death of one or more people. Toxic substance or toxic gas release spreads outside campus area. Release of genetically modified organism (s) (GMO). Major environmental impact.

Financial loss greater than $250,000*


* Financial loss includes direct costs eg workers compensation and property damage and indirect costs, eg impact of loss of research data and accident investigation time.

Table 2 - Probability

	Level
	Descriptor
	Examples of Description

	A
	Almost certain
	The event is expected to occur in most circumstances. Common or repetitive occurrence at USQ. Constant exposure to hazard. Very high probability of damage.

	B
	Likely
	The event will probably occur in most circumstances. Known history of occurrence at USQ. Frequent exposure to hazard. High probability of damage. 

	C
	Possible
	The event could occur at some time. History of single occurrence at USQ. Regular or occasional exposure to hazard. Moderate probability of damage. 

	D
	Unlikely
	The event is not likely to occur. Known occurrence in industry. Infrequent exposure to hazard. Low probability of damage.

	E
	Rare
	The event may occur only in exceptional circumstances. No reported occurrence globally. Rare exposure to hazard. Very low probability of damage. Requires multiple system failures.


Table 3 – Risk Rating

	Probability
	Consequence

	
	Insignificant

1


	Minor

2


	Moderate

3
	Major

4
	Catastrophic

5

	A (Almost  certain)
	 M
	 H
	E
	E
	E

	B (Likely)
	M
	H
	H
	E
	E

	C (Possible)
	L
	M
	H
	H
	H

	D (Unlikely)
	L
	L
	M
	M
	M

	E  (Rare)
	L
	L
	L
	L
	L


Recommended Action Guide:

	Abbrev
	Action Level
	Descriptor

	E
	Extreme
	The proposed task or process activity MUST NOT proceed until the supervisor has reviewed the task or process design and risk controls. They must take steps to firstly eliminate the risk and if this is not possible to introduce measures to control the risk by reducing the level of risk to the lowest level achievable. In the case of an existing hazard that is identified, controls must be put in place immediately.



	H
	High
	Urgent action is required to eliminate or reduce the foreseeable risk arising from the task or process. The supervisor must be made aware of the hazard. However, the supervisor may give special permission for staff to undertake some high risk activities provided that system of work is clearly documented, specific training has been given in the required procedure and an adequate review of the task and risk controls has been undertaken. This includes providing risk controls identified in Legislation, Australian Standards, Codes of Practice etc.* A detailed Standard Operating Procedure is required. * and monitoring of its implementation must occur to check the risk level



	M
	Moderate
	Action to eliminate or reduce the risk is required within a specified period. The supervisor should approve all moderate risk task or process activities. A Standard Operating Procedure or Safe Work Method statement is required



	L
	Low
	Manage by routine procedures. 




*Note: These regulatory documents identify specific requirements/controls that must be implemented to reduce the risk of an individual undertaking the task to a level that the regulatory body identifies as being acceptable.
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