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1 Intent
To assist James Cook University (JCU) to fulfil its duty under the Work Health and Safety
Act 2011 (Qld) (the Act) by documenting the risk management requirements prescribed by
the Act.
This Work Health and Safety Risk Management Procedure is a subsidiary of the Health,
Safety and Environment Policy and aligns to the overall intent of the JCU Risk Management
Policy and the JCU Risk Management Framework and Plan.

2 Scope
This Work Health and Safety Risk Management Procedure applies to all staff, students,
contractors, volunteers, adjuncts and visitors involved in JCU business operations and
activities for the management of work health and safety risk.
This Procedure does not apply to the JCU Controlled Entities.

3 Definitions
Term

Definition

Hazard

A situation or thing that has the potential to harm a person.

Inherent Risk

The level of risk determined before controls have been considered.

Officer

A person who makes decisions, or participates in making decisions that affect
the whole or a substantial part of a business or undertaking or has the capacity
to significantly affect the financial standing of the business or undertaking.
A person is not considered an Officer under the Work Health and Safety Act
2011 (Qld), if they are only responsible for implementing or executing those
decisions.
Holders of the following JCU positions are considered Officers:
1.
Members of Council
2.
University Executive, Directors, Deans and Pro Vice Chancellor

Others

Visitors to a JCU controlled site / campus and students not performing work
experience or paid or unpaid work.

Person in Control of a
Business or
Undertaking

A business or an undertaking that is either conducted alone or with others,
whether or not for profit or gain.
A PCBU can be but is not limited to:
•
•
•

Reasonably
Practicable

a sole trader (for example a self-employed person)
a partnership
a company

Which is, or was at a particular time, reasonably able to be done to ensure
health and safety, taking into account and weighing up all relevant matters
including:
•

the likelihood of the hazard or the risk concerned occurring

•

the degree of harm that might result from the hazard or the risk

•

what the person concerned knows, or ought reasonably to know, about
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the hazard or risk, and ways of eliminating or minimising the risk
•

the availability and suitability of ways to eliminate or minimise the risk

•

after assessing the extent of the risk and the available ways of
eliminating or minimising the risk, the cost associated with available
ways of eliminating or minimising the risk, including whether the cost is
grossly disproportionate to the risk.

Risk

The likelihood that harm will occur when exposed to a hazard and consequence
of that harm (death, injury or illness).

Risk Assessment

A systematic process of evaluating the potential risks that may be involved in a
projected activity or undertaking.

Risk Analysis

Process to understand the nature of the work health and safety risk and
determine the level of risk.

Risk Identification

Process of finding, recognising and describing work health and safety risks

Risk Management

In the context of this Procedure, risk management means the identification of
work health and safety hazards, the assessment of risks posed by the hazards,
the control of those risks either by eliminating the hazard entirely or by
minimising the risk and the review of implemented control measures to maintain
so far as is reasonably practicable, a work environment that is without risks to
health and safety.

Risk Matrix

A matrix that is used as part of a risk assessment to define the various levels of
risk as the likelihood of the harm occurring and the consequence of harm.

Risk Owner

The person or entity with the accountability and authority to manage the risk.

Risk Register

A register of risk that identifies the hazards and what action needs to be taken to
control the risk.

Residual Risk

Risk remaining after control measures have been implemented.

Supervisor

Any person who is responsible for Workers, the allocation of tasks to Workers
and / or the oversight of all JCU students during teaching and / or learning
activities including field trips.

Worker

A person who carries out work in any capacity for JCU, and includes working as:
• an employee
• a volunteer
• an apprentice or trainee
• a student gaining work experience (paid or unpaid)
• a contractor or subcontractor and their employees
• labour hire company employees assigned to work for JCU.

Workplace

A workplace is the place where work is carried out for JCU and includes any
place where a Worker goes, or is likely to be, while at work.
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4 Duty, Obligations and Responsibilities
All staff, contractors, adjuncts and Others of JCU have a responsibility to take reasonable
care for the health and safety of themselves and that their acts or omissions do not
adversely affect the health and safety of other persons. This includes the implementation of
risk control measures within their control to prevent injuries or illnesses.
The HSE-PRO-008 HSE Responsibilities Procedure outlines these responsibilities in detail.

4.1 James Cook University
JCU as a person conducting a business or undertaking (PCBU), has a primary duty
under the Act to ensure health and safety of Workers and Others. To fulfil this duty,
JCU must eliminate risks to health and safety, so far as is reasonably practicable and,
if it is not reasonably practicable to do so, to minimise those risks so far as is
reasonably practicable.
In addition, JCU has a duty under the Act to consult, so far as is reasonably
practicable, with Workers who are, or are likely to be, directly affected by a workplace
health and safety matter.

4.2 Officer
An Officer of JCU has a duty under the Act to exercise due diligence to ensure JCU
fulfils its health and safety obligations under the Act. To satisfy this duty, Officers must
understand the health and safety risks and hazards of the University’s operations to
ensure JCU is managing these risks and hazards appropriately.
In practice, this Procedure requires Officers to implement a process that ensures all
work health and safety risks are thoroughly scrutinised and mitigated as far as is
reasonably practicable.
Note: This Procedure deals specifically with work health and safety risk management
responsibilities. Officers have other responsibilities under the Act.
Officers should be conversant with HSE-PRO-008 HSE Responsibilities Procedure to
understand their work health and safety statutory responsibilities and how they apply
to JCU operations.

4.3 Worker
A Worker is to follow the requirements outlined in this Procedure to effectively manage
the health and safety risks that might arise out of the conduct of the University’s
activities. In practice, this means to:
•
•
•

report hazards when identified
participate in the risk management processes when required
comply with all risk control procedures and policies that have been
implemented to prevent or minimise incidents and injuries.
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4.4 Health, Safety and Environment (HSE) Unit
The HSE Unit is responsible for the overall maintenance and implementation of the
Health and Safety Management System (HSMS).
As part of the implementation of the HSMS, the HSE Unit has an advisory function in
relation to the risk management process at JCU. This is done through the:
•
•

•
•

development and implementation of this Work Health and Safety Risk
Management Procedure across the JCU business
provision of support, guidance and training to assist the JCU community with
risk assessments, selection of appropriate risk controls and the maintenance of
the Work Health and Safety Risk Register
consultation with stakeholders to ensure the risk management process is
meeting the needs of the University
reporting of health and safety hazards and risk management to the Health,
Safety and Environment Advisory Committee (HSEAC).

The HSE Unit is also responsible for reviewing all risk assessments with a residual risk
of high or very high. The HSE Unit must provide advice and support to the Risk Owner
to assist them in minimising work health and safety risks so far as is reasonably
practicable when required.

4.5 Risk Owner
Risk Owners must become, and maintain competency in, the implementation of risk
management processes within the work area to which they have been authorised.
Specific responsibilities include:
•
•
•

documenting information about how work health and safety risks will be
managed in the Risk Register, RiskWare
consult with all Workers and Others that may be impacted by the activity to
which the risk assessment is being prepared
monitor and review risk assessments to ensure the controls that have been
applied are effective in minimising the risk to as low as reasonably practicable

4.6 Others
Others are to comply so far as the person is reasonably able, with any reasonable instruction
that is given by JCU. This means to:
•
•
•

report hazards when identified
participate in the risk management processes when required
comply with all risk control procedures and policies that have been
implemented to prevent or minimise incidents and injuries.

5 Commitment to Risk Management
James Cook University recognises that risk management is an integral part of good
governance and management practice and is committed to its application at all management
levels within a University-wide framework.
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JCU’s overarching Risk Management Policy and the JCU Risk management Framework and
Plan provides the foundations and organisational arrangements for designing, implementing,
monitoring, reviewing and continually improving risk management throughout the University.
The Risk Management Policy establishes a mandate and commitment for managing risk.
The Risk Management Framework and Plan details the processes by which risk
management will be implemented within the organisation.
Health and safety related risk management is further defined and implemented via JCU’s
Health and Safety Management System (HSMS). The HSMS defines the minimum
standards for health and safety hazards and risk management, which align to the
overarching risk management framework.

6 Review of the Work Health and Safety Risk Management
Process
In order to ensure work health and safety risk management processes are effective
throughout the University, this Work Health and Safety Risk Management Procedure will be
reviewed at least every two years and in accordance with HSE-GUI-001 HSE Document
Management Guideline. Reviews may be required outside the nominated two-year cyclic
review period, due to:
• legislative changes
•

system failures reported or identified during incident investigations

•

suggestions from employees directly or via consultation arrangements

•

industry best practice

•

changes to the JCU parent risk management framework.

Consequently, any changes to work health and safety risk management will initiate a review
and an amendment of all related documents and processes to ensure consistency at all
levels of business.

7 Risk Management Process
Risk management is a step-by-step process of:
1. identifying hazards
2. assessing risks
3. eliminating or minimising the risks so far as
is reasonably practicable
4. reviewing the control measures (refer to
Figure 1).
Consultation with Workers is required throughout
the entire risk management process.

Figure 1: The risk management process
Source: How to Manage Work Health and
Safety Risks Code of Practice 2011
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8 When Must a Work Health and Safety Risk Assessment
be done
A risk assessment must be done when:
• there is uncertainty about how a hazard may result in injury or illness
•

the work activity involves a number of different hazards and there is a lack of
understanding about how the hazards may interact with each other to produce new
or greater risks

•

changes at the workplace occur that may impact on the effectiveness of control
measures. This is explained in the subsequent section titled Change Management

•

prior to the commencement of work or the engagement of any Contractor (see
Information about Contractor Safety Management).

In addition to this requirement, a risk assessment is mandatory for any high risk activity that
is stipulated by the Act or its delegated legislation. This includes but is not limited to:
• entry into confined space
•

diving work

•

remote and isolated work

•

construction work

•

live electrical work

The JCU HSMS may prescribe how risks associated with specific JCU activities are to be
managed. If an approved JCU HSMS document exists, it must be read in conjunction with
this Procedure to determine all risk management requirements relating to the specific activity
or undertaking.
A risk assessment may not be necessary if:
• excluded by legislation by requiring that a hazard or risk is to be controlled in a
specific way
•

guidance material, such as a Code of Practice, establishes a method of controlling a
hazard that is applicable to the work environment and JCU management decide to
adopt this method.

9 Communication and Consultation
Underpinning the entire process of risk management is the need to consult with Workers and
Others with duties under the Act.
JCU is required under the Act to consult with its Workers, so far as is reasonably practicable
at each stage of the risk management process.
JCU will establish mechanisms that enable Workers to report hazards and health and safety
issues immediately to encourage proactive risk management practices and Worker
involvement in the risk management decision-making process.
In addition, when deciding how to eliminate or minimise work health and safety risk as part of
the HSMS, JCU Management must consult with Workers and their Health and Safety
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Representatives (HSRs) when they are directly affected or are likely to be directly affected
by the decisions made. The agreed consultation process is outlined in the HSE-PRO-010
HSE Consultation and Participation Procedure.

10 Risk Assessment
Assessing risk involves considering the potential consequence if a Worker or Other is
exposed to the hazard and as a result, the likelihood that harm could occur.
Once the likelihood and consequences have been decided, the inherent risk associated with
a hazard is to be determined using the Risk Matrix attached at Appendix 1.
Further information on the risk assessment methodology can be sourced from the risk
management training provided by the HSE Unit. See subsequent section titled Training
Requirements for further information.

11 Controlling the Risk
If it is not reasonably practicable to eliminate the risk, the risk must be minimised by
implementing options from the hierarchy of controls. The diagram below illustrates the
hierarchical order in which the control options are to be implemented to treat the work health
and safety risk. The risk control measure selected must be the highest possible option in the
hierarchy. In many cases, it will be necessary to apply more than one control method.
Personal protective equipment must only be used as a last resort or to complement other
control measures implemented.

Figure 2 Hierarchy of Controls
Source: How to Manage Work Health and
Safety Risks Code of Practice 2011
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11.1 Prescribed Controls
The Act, or its delegated legislation, may prescribe specific requirements to control high risk
activities. In this instance the Risk Owner is to implement the required controls in
accordance with the Act or its delegated legislation.

12 Monitoring and Review
Risk assessments must be reviewed and maintained to ensure the controls applied are
effective in minimising the risk to as low as reasonably practicable.
A risk assessment must be reviewed and any measures adopted to control the risk:
•

when the control measure is not effective in controlling the risk

•

before a change at the workplace that is likely to give rise to a new or different health
and safety risk that the control measure may not effectively control

•

if a new hazard or risk is identified

•

if the results of consultation indicate that a review is necessary

•

if a Health and Safety Representative requests a review.

In addition, the HSE Unit will periodically monitor and review the effectiveness of applied risk
control strategies through a range of scheduled and unscheduled activities, including but not
limited to:
• audits and inspections
• workplace monitoring where necessary (hazardous noise or chemicals)
• review of incidents and hazards.

13 Change Management
The risk management process must be undertaken when a change is introduced to JCU that
affects the health and safety of Workers or Others.
This is to identify the hazards brought about by the change, assess the risk and either
eliminate or control the risk associated with the hazards.
Examples of change that require a risk management approach include, but are not limited to:
• changes to systems of work
•

use of plant or equipment (both temporary use and permanent installation)

•

planning to improve productivity or reduce costs

•

introduction of new or different material or chemicals

•

responding to workplace incidents.

14 Training Requirements
The HSE Unit provides training and information to assist to employees to identify, treat and
manage WHS risk at JCU.
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14.1 Mandatory Training
All new JCU employees, including volunteers and students undertaking work
experience, must complete the HSE Staff Induction within 48 hours of commencing
work. The induction includes a risk management component.
HSE Risk Management and RiskWare training is available online via the JCU Safety
Website. All JCU employees and students are required to be trained in the use of
RiskWare.

14.2 Risk Management Training
JCU Officers and Risk Owners must complete the following training in order to fully
understand their responsibilities under this Procedure:
•
•
•

Online HSE Risk management Training
Face to face delivery of the RiskWare training - contact safety@jcu.edu.au
HSE Duties and Responsibilities online training.

14.3 Role Specific Training
Supervisors are responsible for ensuring that Workers under their supervision are
provided with suitable work health and safety training to establish and maintain the
competencies necessary to perform their work safely.
Supervisors should refer to the HSE-PRO-015 HSE Training and Competency
Procedure and contact the HSE Unit if they require more information about how to
create a work health and safety skills profile of all staff under their supervision by
conducting a Training Needs Analysis.

15 Risk Register
All risk assessments must be recorded in RiskWare. RiskWare is the approved Risk
Register of JCU.

16 Records
All work health and safety records must be retained in accordance with JCU’s Records
Management Policy.

17 Related Documents, Legislation and Other Resources
17.1 Related Documents and Other Resources
JCU Risk Management Policy
Policy

JCU Risk Management Framework and Plan
JCU Records Management Policy
JCU Health, Safety and Environment Policy
HSE-GUI-001 HSE Document Management Guideline

Procedure

HSE-PRO-008 HSE Responsibilities Procedure
HSE-PRO-015 HSE Training and Competency Procedure
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HSE-PRO-010 HSE Consultation and Participation Procedure
HSE-GUI-006 Health and Safety Management System Framework Guideline
Guidance

HSE-GUI-002 Construction Guideline
HSE-GUI-001 HSE Document Management Guideline

17.2 Regulatory Authorities and Other Relevant Entities
Workplace Health and Safety Queensland

17.3 Related Legislation, Codes of Practice and Standards
Legislation

Work Health and Safety Act 2011 (Qld)
Work Health and Safety Regulation 2011 (Qld)

Standards

Nil

Codes of Practice

How to Manage Work Health and Safety Risks Code of Practice 2011

18 Administration
NOTE: Printed copies of this procedure are uncontrolled, and currency can only be assured at the time of
printing.

18.1 Approval Details
Policy Sponsor
Version no.
Date for next Major Review

Deputy Vice Chancellor, Services and Resources
1.0 (16-1)
20/12/2019

18.2 Revision History
NOTE: A minor amendment will not result in a change of the next major review date.
Approval date - the date the Policy Sponsor approved the establishment, minor or major amendment or
disestablishment
Implementation Date - the date the procedure was published in the Policy Library and is the date the procedure
takes effect
Version
1.0
(16-1)

Approval
date
20/12/2016

Keywords

Implementation
date
21/12/2016

Details

Author

Procedure established

HSE Project Officer

[list several relevant key words which may be used to search for and locate the
procedure in the Policy Library]

Consultation Committee

Health, Safety and Environment Advisory Committee (HSEAC)

Contact Unit

safety@jcu.edu.au
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19 Appendices
19.1 Appendix 1: Risk Matrix

Consequence

Likelihood

Fatality, prosecution or legislative
non-compliance impacts a substantial
part or whole of University with
significant works > $100k
Significant lost time injury (>6
months), notifiable event, finding,
notice, suspension of work impacts a
substantial part or whole of University
with major works between $50-$100k
Lost time injury (<6 months), finding,
ISOS combined extreme / high risk,
impacts a moderate to substantial
part of University with moderate
works between $10-50k
Incident including medical treatment,
near miss, safety finding resolved in 3
days, impacts a minor part of
University with minor works <$10k
Incident including first aid, workplace
hazard contained immediately and no
ongoing safety risk impact. No
known similar risk with University

May occur within
every 10 year period
or more

Could occur within a
5-10 year period

Could occur within a
1 to 5 year period

Could occur within a
3 to 12 month period

Likely to occur within
a 3 month period or
during the
performance of an
actual task

Rare

Unlikely

Possible

Likely

Almost Certain

Catastrophic

Medium

High

High

High

High

Major

Medium

Medium

High

High

High

Moderate

Low

Medium

Medium

High

High

Minor

Low

Low

Medium

Medium

Medium

Insignificant

Low

Low

Low

Low

Medium

14

