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	AREA
	OCCUPATIONAL HEALTH & SAFETY

	
	TITLE
	HAZARD ALERT FORM 

	
	NUMBER
	10.2.1.1



SITE NAME: _________________________________________
Office Use only File No. _______________:

If an employee notices a hazard they should rectify it if possible or report the hazard to their OHS Representative or Area Manager.  If it is within their control to rectify the hazard, this should be done as soon as possible. A hazard report form should be filled out and sent to the OHS Representative.

	RISK IDENTIFICATION AND ASSESSMENT


	WHO IS REPORTING THE HAZARD?
	NAME
	DATE

	
	WHERE IS IT?


	DEPARTMENT & 

Actual Location:

	
	WHAT’S THE HAZARD?


	(Include area and task involved, any equipment, tools, people involved)

	
	WHAT’S THE RISK?
	What harm could it cause to people or property?
	Risk Level 


	
	REPORTED TO?
	Who?
	DATE: 

	ACTION PLAN TO CONTROL

Issue should be resolved at local level if possible
	WHAT DO YOU THINK WILL FIX IT?


	(List any suggestions you have for reducing or eliminating the problem eg. re-design, mechanical works, mechanical devices, education etc.)

	
	
	SHORT TERM

DATE: ___________
	MEDIUM TERM

DATE: ___________
	LONG TERM

DATE: ___________

	
	WHO WILL DO WHAT IS REQUIRED & WHEN?
	
	
	

	
	IS IT FIXED?


	 
	Tabled at OHS Committee 
DATE:

	EVALUATE

OHS Committee
	IS THERE ANY THING ELSE REQUIRED?
	

	
	WHO WILL CHECK IF THE “FIX” WORKED
	
	DATE

	
	Final Outcome?

Circle progress
	Eliminated               Controlled                     In progress  

No Action                Awaiting Funding           If not – start again!

	CATEGORY OF RISK

Highlight or Circle applicable category.
	Chemical

Psychological Infection Control 

Biological  

	Internal Environment

Emergency Preparedness Traffic

Grounds
	Physical

Plant 
Storage / Housekeeping
	Ergonomic

Manual Handling Other


STEP ONE: RISK ASSESSMENT Choose a level on both axis then cross lines =Risk Level.

RISK MATRIX

LIKELIHOOD
X
CONSEQUENCES  
= 
RISK

	Likelihood
	Consequences

	
	Insignificant

(a)
	Minor

(b)
	Moderate

(c)
	Major

(d)
	Catastrophic

(e)

	Almost Certain

(A)
	Moderate 

(3)
	Moderate 

(3)
	High 

(2)
	Extreme 

(1)
	Extreme 

(1)

	Likely

(B)
	Low 

(4)
	Moderate 

(3)
	High 

(2)
	Extreme 

(1)
	Extreme 

(1)

	Possible

(C )
	Low 

(4)
	Moderate 

(3)
	High 

(2)
	High 

(2)
	Extreme 

(1)

	Unlikely

(D)
	Low 

(4)
	Low 

(4)
	Moderate 

(3)
	High 

(2)
	Extreme 

(1)

	Rare

(E)
	Low 

(4)
	Low 

(4)
	Moderate 

(3)
	Moderate 

(3)
	High 

(2)


· Numbers are intended to give a relative idea of degree of risk.  The lower the number, the higher the risk.

STEP TWO : HEIRACHY OF CONTROLS   [image: image3.png]


More than one measure may be needed, however the control measures at the top of the scale will ensure the greatest likely hood of minimised risk.

All Hazards reported on a Hazard Alert form should be entered in facility database (If available) for the site in addition to short, medium and long term control plans for each hazard.  If the hazard is likely to have implications for other areas of the facility / organisation or there is no obvious or short-term control measure then the matter should be referred to the OHS Representative, OHS Committee or the Manager.  Progress towards controlling the hazard will be monitored by the Manager / Site OHS Committee.

	1   Eliminated the hazard / task
	Eg. Redesign the workplace, the machinery, repair damaged equipment, dispose of unwanted chemicals etc

	        If this is not practicable, then
	

	2   Substitute the hazard
	Eg. Pack in smaller / lighter packages, use a less toxic chemical, reduce the container size, etc

	        With something of a lesser risk. If this is not practicable, then
	

	3   Modify the process
	Eg. Modify the work process, rework the task to ensure less risk etc

	        If this is not practicable, then
	

	4   Isolate the hazard
	Eg. Place barriers around a spill until cleaned up, enclose the process or the person. 

	        If this is not practicable, then
	

	5   Use engineering controls
	Eg. Provide a trolley to move heavy loads, fit guards , use a sling hoist, electrical bed, mechanical aids to facilitate task etc

	        If this is not practicable, then
	

	6   Use administrative controls
	Eg. Introduce job rotation, ensure equipment is maintained regularly Eg. Provide PPE, slide sheets, Training, new procedures, revise the frequency of exposure etc.


STEP THREE: RECOMMENDED TIME FRAMES FOR ACTION: 

Extreme (E)

Requires organisation to cease work immediately.

High Risk (H)

Control the risk as soon as possible (24 – 48 hours), stop task?

Moderate Risk (M) 
Between 1 week – 8 weeks


Low risk (L) 
Within 4 - 6 months – May also fall into the Insignificant / Risk Acceptable (RA)
No time frame allocated, but should be registered.

Evaluate at a pre-determined time to review if the issue is controlled / eliminated.
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