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Children’s Services
	Risk Analysis & Control Plan Register



	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 
(Steps 1-3)
	ASSESSMENT
(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	01
	Operating computer whilst sitting at desk
	a) Inadequate height of chair and/or table 
	Back, neck and shoulder strain
	17
	2

	
	
	b) Inadequate height and set up of computer equipment
	RSI

Back, neck and shoulder strain

Eye strain
	17
	2

	
	
	c) Damaged electrical insulation exposing conductor
	Electrocution or shock
	
	

	
	
	d) Haphazardly laid cables on floor 
	Trip or fall
	
	

	
	
	e) Repetitive use of keyboard
	RSI
	
	

	
	
	f) Inadequate lighting at workstation
	Eye strain
	
	

	
	
	g) Glare from computer screen
	Eye damage
	
	

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	01
	a) Ergonomically sound chair provided

Desk at appropriate height

Impact mat provided
	13
	3
	No
	13
	Site inspection by ergonomic specialist to check all workstations

Ensure regular and adequate breaks

Adopt appropriate neck/relaxation exercises

Consider foot rests
	

	
	b) Adjustable computer in use
	13
	3
	No
	
	Site inspection by ergonomic specialist to check all workstations

Adopt appropriate neck/relaxation exercises
	

	
	c)
	
	
	
	
	Consider plastic casing for power cords

Monitor appliances and power points including test tagging 

Replace overloaded power points with appropriate powerboards and equipment with safety switches

Turn off and unplug appliances following use 

Turn of power points following use 

Regular checks by appropriate agents

Incorporate into SOP and application of safe work practices
	

	
	d)
	
	
	
	
	Safe work practices incorporating a high standard of housekeeping - ensure cables are located out of walkway areas to minimise trip hazard

Incorporate into SOP 
	

	
	e)
	13
	3
	No
	
	Ensure adequate rest breaks when completing repetitive tasks

Adopt appropriate neck/relaxation exercises
	

	
	f) Adequate fluorescent lighting and natural light available
	13
	3
	No
	
	
	

	
	g)
	
	
	
	
	Install anti-glare screens to computer screens

Ensure adequate rest breaks
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	02
	Operating photocopier including adding paper, changing toner and attending to paper jams
	a) Exposure to toner
	Inhalation resulting in coughing, sneezing and throat irritation

Skin and/or eye irritation
	10
	3

	
	
	b) Exposure to UV light
	Eye damage
	10
	3

	
	
	c) Bending 
	Back and muscle strain
	9
	3

	
	
	d) Jamming fingers in equipment
	Cut or bruise to hand or finger/s
	
	

	
	
	e) Damaged electrical insulation exposing conductor
	Electrocution or shock
	
	

	
	
	f) Haphazardly laid cables on floor 
	Trip or fall
	18
	2

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	02
	a) Sign above photocopier outlining its use

Adopt SOP for photocopier use with adequate training

Regular servicing

Store toner in secure location and follow directions of use

Utilisation of appropriate PPE – handwashing, wearing gloves, when changing toner 

Staff trained in replacement procedure

Adequately ventilated areas and machine/ equipment situated away from workstations
	3
	4
	Yes
	5
	Incorporate into SOP

Job rotation
	

	
	b) Operate in adequately ventilated areas and away from workstations

Keep lid closed when in use
	
	
	
	
	Look away from machine when in use
	

	
	c) Photocopy machine is at weight height


	
	
	
	
	Store paper at weight height

Adopt adequate bending technique when replacing paper
	

	
	d)
	
	
	
	
	Follow correct procedure when carrying out paper jams to avoid jamming fingers

Utilisation of appropriate PPE –wearing gloves when dealing with photocopier parts
	

	
	e) Monitor appliances and power points including test tagging 

Installed safety switches


	
	
	
	14
	Consider plastic casing for power cords

Replace overloaded power points with appropriate powerboards and equipment with safety switches

Turn off and unplug appliances following use 

Turn of power points following use 

Regular checks by appropriate agents

Incorporate into SOP 
	

	
	f)
	
	
	
	
	Safe work practices incorporating a high standard of housekeeping - ensure cables are located out of walkway areas to minimise trip hazard

Incorporate into SOP 
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	03
	Archiving documents into boxes
	Lifting and carrying heavy items
	Back or muscle strain
	17
	2

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	03
	
	5
	4
	Yes
	
	Application of correct lifting procedure as per SOP
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	04
	Storage of archive boxes
	a) Reaching and lifting 
	Back or muscle strain
	18
	2

	
	
	b) Clutter in storage area
	Slip, trip or fall
	18
	2

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	04
	a) Use of trolley for moving archive boxes 

Shared lift

Use of step ladder supported by another staff member
	5
	4
	Yes
	5
	Job rotation
	

	
	b) Safe work practices incorporating a high standard of housekeeping - storage of boxes out of walkways
	
	
	
	
	Consider alternative storage area
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	05
	Opening mail using letter opener
	Contact with sharp object
	Cut to hand or finger
	5
	4

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	05
	Adopt SOP for using letter opener – direct away from body
	1
	4
	Yes
	9
	Eliminate risk of injury by opening mail by hand

Job rotation
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	06
	Opening and closing windows and blinds
	a) Reaching, pulling, pushing and lifting
	Back or muscle strain
	6
	4

	
	
	b) Contact with glass
	Cuts from broken glass
	9
	3

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	06
	Adopt SOP and application of correct lifting techniques
	
	
	
	6
	Install safety glass 

Hazard stickers on all windows
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	07
	Operating shredder equipment
	a) Contact with shredding mechanism
	Cuts, amputation of digit/s, catching hair in shredder
	18
	2

	
	
	b) Damaged electrical insulation exposing conductor
	Electrocution or shock
	18
	2

	
	
	c) Haphazardly laid cables on floor 
	Trip or fall
	
	

	
	
	d) Repetitive bending
	Back or muscle strain
	
	

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	07
	a) Adopt SOP for use of shredder with adequate training

Opening for shredding mechanism is minimal to ensure fingers are unable to enter shredding mechanism

Store out of ready reach
	9
	3
	No
	9
	Job rotation

Consider recycling bins as alternative to shredding paper
	

	
	b) Electrical cords are kept behind boxes 

Monitor appliances and power points including test tagging 

Installed safety switches
	
	
	
	
	Consider plastic casing for power cords

Replace overloaded power points with appropriate powerboards and equipment with safety switches

Turn off and unplug appliances following use 

Turn of power points following use 

Regular checks by appropriate agents

Incorporate into SOP 
	

	
	c)
	
	
	
	
	Safe work practices incorporating a high standard of housekeeping - ensure cables are located out of walkway areas to minimise trip hazard

Incorporate into SOP 
	

	
	d)
	
	
	
	
	Adopt correct bending technique when operating shredder
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	08
	Operating laminating equipment
	a) Contact with hot object
	Burn
	5
	4

	
	
	b) Damaged electrical insulation exposing conductor
	Electrocution or shock
	
	

	
	
	c) Haphazardly laid cables on floor 
	Trip or fall
	18
	2

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	08
	a) Adopt SOP when using laminator with adequate training

Laminator stored out of ready reach
	3
	4
	Yes
	9
	Utilisation of appropriate PPE - wearing gloves

Job rotation
	

	
	b) Electrical cords are kept behind boxes 

Monitor appliances and power points including test tagging 

Installed safety switches
	
	
	
	
	Consider plastic casing for power cords

Replace overloaded power points with appropriate powerboards and equipment with safety switches

Turn off and unplug appliances following use 

Turn of power points following use 

Regular checks by appropriate agents

Incorporate into SOP 
	

	
	c)
	
	
	
	
	Safe work practices incorporating a high standard of housekeeping - ensure cables are located out of walkway areas to minimise trip hazard

Incorporate into SOP 
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	09
	Operating guillotine
	Contact with sharp blade
	Cuts, amputation of digit/s
	18
	2

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	09
	Store guillotine out of ready reach 

Elastic strap around blade to prevent from opening
	5
	4
	Yes
	5
	Job rotation 

Install adequate safety cover on guillotine

Educational poster

Adopt SOP when using guillotine with adequate training
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	10
	Removing books from shelves and items from cupboards
	a) Stretching and lifting
	Back and muscle strain
	
	

	
	
	b) Falling items
	Bruising

Head injury
	
	

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	10
	a) Step ladder or stool provided for higher shelves

Safe work practices incorporating correct lifting techniques in accordance with SOP
	5
	4
	Yes
	5
	Ensure heavier items are located lower down

Shared lift for heavier items

Job rotation 

Place limit on number of items to be carried at any one time

Educational poster

Safe work practices incorporating correct lifting techniques in accordance with SOP
	

	
	b)
	
	
	
	
	Safe work practices incorporating a high standard of housekeeping - ensure heavier items are located lower down
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	
	

	Authorising Manager:
	


	Risk Analysis Reference No:
	UCSS-0012
	Date of Assessment
	

	Facility Name
	
	Department/Job
	Office


	IDENTIFICATION 

(Steps 1-3)
	ASSESSMENT

(no controls)

	#
	Work Activity

Job Tasks and Steps
	Hazards

(potential for harm)
	Risks

(likelihood and consequence)
	Score
	CAT

	11
	Accessing filing cabinets
	a) Bending and stretching
	Back and muscle strain
	9
	3

	
	
	b) Cabinet falling over/drawer falling out
	Bruising

Cuts

Injury to foot or body
	9
	3

	CONTROL

	Existing Controls (Step 4)
	(Step 5)
	Additional Risk Control Options (Step 6)

	#
	Risk Controls 
	Score
	CAT
	Adequate?
	Risk Priority
	Proposed Control Measures to Eliminate 
	Cost / Benefit?

	
	(existing control measures in place to reduce risk)
	
	
	Yes / No
	Score
	or Minimise Risk
	Accept / Reject

	11
	a) Cabinets stored under desk – easily accessible whilst seated
	5
	4
	Yes
	5
	Consider filing cabinets at appropriate heights to minimise bending
	

	
	b)
	
	
	
	
	Ensure drawers not pulled out far enough to fall out

Ensure drawers are not overloaded to minimise risk of falling out – eliminate irrelevant paperwork on a regular basis
	

	PLAN, MONITOR & REVIEW (Step 7)

	#
	How controls are monitored, measured and reviewed
	By Who
	By When

	
	Monitor compliance to SOPs and safe work practices
	
	

	
	Employee involvement in behavioural audits 
	
	

	
	Schedule workplace safety audits where appropriate
	
	

	
	Review risk analysis
	
	

	
	Review adequacy of training
	
	

	
	Review injury & incident reports
	
	

	
	Liaise with other services 
	
	

	
	Liaise with WorkCover and other relevant authorities
	
	

	
	
	
	

	Assessment Team Participants

	
	

	
	

	Authorising Manager:
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