	
	
WHS F022 Hard Copy Hazard Report Form




All University Representatives have a responsibility to report any non-confidential hazard they identify in their immediate work area and in the common areas and grounds of the University.  All hazards that cannot be immediately eliminated by permanent controls must be documented and reported.
Confidential Reporting - This form is to be used by staff if the incident is deemed confidential and must be completed and directly emailed to wellbeing@une.edu.au
	Hazard Details

	Reported by
	


	Reported to 
Workers, please give this report to your supervisor. Students & visitors, please forward to the WHS Team.
	Who have you told about the hazard? Who is going to receive this hazard report? 
  

	Date and time
	  


	Location of hazard
	  



	Hazard description
	  





	Risk score 
	Please enter your interpretation of the risk score using the risk score calculator attached. A full risk assessment with consultation may be required, at the discretion of your supervisor or WHS Team.
	  

	Immediate action taken to minimise risk of hazard
	Is there something you can do straight away, or do you need assistance? If the hazard relates to building maintenance, please contact EBE Help Desk: maintenance@une.edu.au or complete an Archibus maintenance request via your School or Business Unit Administration Team.
  





	Suggestions for any further action required
	  



	Sign off - Reporter

	Name
	Signature
	Date

	
	
	



	If confidential please forward to wellbeing@une.edu.au otherwise forward to whs@une.edu.au for input into Keep Safe.



	Sign off by person inputting into Keep Safe

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	



	Risk Assessment Matrix 

	Step 1 – Determine the Likelihood and Consequence

	Likelihood

	Consequence
	Rare
Likely to occur in very exceptional circumstances
	Unlikely
Could occur at some time
	Possible
May occur at some time
	Likely
Will probably occur or has happened before
	Almost
Certain
Expected to occur

	Insignificant
No personal injury, no adverse outcomes
	1-Very Low
	2-Very Low
	4-Low
	7-Medium
	11-Medium

	Minor
Minor injury (first aid treatment) and adverse outcomes
	3-Very Low
	5-Low
	8-Medium
	12-Medium
	16-High

	Moderate
Serious injury (medical treatment) adverse outcomes 
	6-Low
	9-Medium
	13-Medium
	17-High
	20-Very High

	Major
Serious injury (long term absence) major adverse outcomes
	10-Medium
	14-Medium
	18-High
	21-Very High
	23-Severe

	Catastrophic
Fatality or permanent impairment, government intervention
	15-Medium
	19-High
	22-Very High
	24-Severe
	25-Severe

	Step 2 – Determine the Risk Rating and Response Required

	Risk Rating
	Response Required

	23-25 Severe
	Highest Priority – stop work and implement controls immediately 

	20-22 Very High
	Requires urgent attention - temporary controls to be implemented in interim

	16-19 High
	Requires urgent attention – plan for controls through consultation 

	7-15 Medium
	Requires attention – controls to be established through consultation

	4-6 Low
	Requires monitoring - controls to be established through consultation  

	1-3 Very Low
	Requires monitoring

	Step 3 – Implement the Highest Control that is available

	Hierarchy of Controls

	Elimination
	Highest - Physically remove the hazard – This is not always possible

	Substitution
	Replace the hazard with something less hazardous – e.g.: replace lead-based paint with water-based paint to lessen the risks

	Engineering
	Isolate people from the hazard by using engineering controls – eg: install roll-over protection bars on a quad bike

	Administrative
	Administrative controls – eg: procedures, training, maintenance programs, safety signage

	PPE
	Lowest - Personal Protective Equipment – to be used in conjunction with other controls or as a last resort in isolation – eg: steel cap boots, gloves, eye/hearing protection



	Records Storage Instructions

	This completed form must be sent to SAVE4ME email: save4me@une.edu.au with the following naming convention in Subject line < A03/5434> - < Hazard Report > - < Description> - < Logged Date >.
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