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Introduction

Welcome to Volume 2 of the SLSA Health and Safety Guides

The four guides in this series are designed to provide you with the tools you need to manage your club or
service safely.

The four guides include:

Volume 1 - Overview of Health and Safety

Volume 2 - Risk Assessment and Management

Volume 3 - Safe Surf Club Practices and supplementary information
Volume 4 - Event Sanctioning and Management

This guide will direct you in conducting a risk assessment. The guide involves an assessment of the current health
and safety position of the club, correction of any hazards, and the development and documentation of safe work
methods.

This guide details processes involved in managing and assessing risks in your club. This risk management process
should be used to control a variety of risks and is detailed in the following inspections and reporting procedures.

The assessment process should also be followed to control risks involved in manual handling, infection control and
the control of hazardous substances which is detailed in Volume 3 of this series.

Risk assessment is the basic ‘toolkit’ by which safety officers can evaluate the extent of a given risk and therefore
identify suitable risk control measures.

Risk assessment is not an end in itself. We do not assess risk simply to comply with the law. It is the method by
which we can understand the nature and extent of the safety problems that are present, so suitable risk control
measures can be implemented.
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Club Health and Safety Inspections

In addition to the day-to-day hazard identification, Club Safety Officers must perform a full Club Health and Safety
Inspection. Reasons for inspections could include:

Routine inspection of the workplace to identify hazards

Specific inspections for particular work areas or procedures

Investigations of accidents/incidents

Investigations of complaints

Follow up inspections after changes to plant, work activities or procedures.

Safety issues can often be identified and solved during the inspection process and can prevent an accident or
incident occurring. This inspection should occur annually, approximately at the time of the Annual Gear Inspection,
using the Club Health and Safety Inspection Form located in this guide and online via the SLSA website. Various
individuals may perform the inspection including the Branch Safety Officer, Club Safety Officer and one other club
official (for example Club President, Club Captain or Gear Steward).
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How to conduct a Health and Safety Inspection

1. Plan

a. Collect information such as results from Gear Inspection, Incident Report Logs (Surfguard report on
club injuries)

b. Notify the Club Committee of intention to conduct an inspection

c. If you are conducting an external inspection using an independent assessor or your Branch Safety Officer,
contact them to organise a time and date for the Health and Safety Inspection at your club

d. If necessary, contact relevant technical experts. For example, electricians to organise checking and tagging of
electrical equipment where appropriate

2. Conduct the Inspection
a. All rooms, areas and sheds on the premises must be readily accessible

b. All locked cupboards or cabinets, for example fuel cabinets, must also be made accessible
c. Beach access will also be reviewed
d. The assessment should normally take an hour to perform, depending on the size of your club

e. The Branch Safety Officer/ Club Safety Officer should provide a copy of the inspection results to the Club
Management immediately so that high priority hazards may be addressed ASAP

3. Following the inspection
a. As the Club Safety Officer, in consultation with the Club Management, you should prioritise any hazards
requiring attention using the Risk Assessment Matrix (found on page 8 )

b. Club Management then has a responsibility to organise the appropriate action and/or maintenance whilst
liaising with the relevant stakeholders (e.g. Local Government Authority)

c. Once the appropriate remedial action has been performed and the safety problems addressed, evidence of the
Action must be recorded and kept in the club

d. A follow-up by the club and/or Branch Safety Officer should occur 1 month after the inspection

4. Writing the report
a. A formal report should be completed no later than 30 days.

In addition to this annual health and safety assessment, regular club health and safety inspections should occur
quarterly. This inspection could occur just before a Club Management Committee Meeting. The procedure would be
as per the annual inspection (above) and conducted by the Club Safety Officer. The Club Health & Safety Inspection
Form should be used. If the club requires support in solving difficult problems, the Branch and State Safety Officers
are available to assist and act as advocates where necessary.

It is also important to note that some clubs have designated areas which are maintained by their local Council. In
certain circumstances the Council will perform their own Health and Safety Inspection on the relevant areas.
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Risk Assessment and Management Process

Risk Management is the term given to the systematic identification of hazards, the assessment of risks posed by the
hazards and the control of those risks, either by eliminating the hazard entirely or by minimising the risk. It should be
seen as a proactive, day to day process to prevent injuries from happening before they can do harm.

In order to understand risk management, it is necessary to understand the relation between risks and hazards.
Risks are the potential outcomes of hazards and the possibility of injury, illness and/or damage.

Hazards are anything with the potential to harm life, health or property. An example of how hazards relate to risks is
described in the following table.

Hazard Risk

Members may develop back strain, neck or

Lifting and carrying of an IRB motor > shoulder injuries
Members spending extended time patrolling beach | 2 Members suffering sunburn and dehydration
IRB training on a crowed beach > Members of the public and club becoming injured

while training

Electricity on power cable of a portable fan

(cable insulation is cracked) > MIERTIZER e (29 C B suies

Needlestick injury may result in infection of Surf

Infected blood in syringe on beach > Lifesaver or member of public,

Both hazards and risks need to be identified if they are to be eliminated or controlled.

The Risk Management Process
Before we can implement the risk assessment process, it is important to take into account the following steps:

Communication and Consultation
Communication and consultation with members, club management and team leaders on each of the following
steps is essential to find the safest way of undertaking the club’s activities

This step not only gives members a say on matters that affect their own lives, but often these are the people who
are in the best position to understand the risks posed by their own work practices

Establishing the Context

A risk management plan needs to be developed to identify the purpose, principles, scope, people involved, their
roles and the implementation schedule.

ZUFE S
TN
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The Risk Assessment Process

The SLSA Risk Assessment process requires you to conduct a number of steps. These include:

Stage 1 - Identify the Hazard

Stage 2 - Assess the Risk

Stage 3 - Control the Risk

Stage 4 — Monitor and Review
Stage 5 - Documenting the Process

The following section of this guide provides a step by step process of the five stages above.

Health and Safety Inspection Form
(Example of a hazard which has been prioritised and the safety action plan required)

Club Safety Officer Club Management Committee
to Complete to Complete
Hazards Identified Safety Action Plan
Inspection Checklist Yes No Hazard Priority Action Who Timeframe Done
Electrical
Wiring in good condition N Rcfriﬂﬁ’g M Club Electrician Smith 3 Weeks
Battery charger in good
e Y
condition
Stage .
No brpken plugs, sockets N Socket H Dlsconnectlnlow Smith Now 2/9/08
or switches Club Electrician
Broken
A A A A
1. Identify the Hazard 2. Assess the Risk 3. Control the Risk 4. Monitor and Review

5. Document the process

Stage 1 - Identify the Hazard

Identifying the hazards in the surf lifesaving operational environment is the starting point for the hazard management
process. Hazard identification should involve everyone at the club. Hazard identification can include methods such as:

Visual detection by Club Officials and members and recording hazards on the club hazard register
(see back of this guide)

Using injury/accident statistics

Formal club health and safety inspections

Formal job or task safety analysis for specific surf lifesaving operations — for example, use of the IRB
Consultation with club members — minutes from consultative meetings and feedback from members

When identifying hazards you are looking for inadequate controls as well as no controls at all. Inadequate training,
procedures, supervision or information to deal with the hazard can also contribute to the danger.

Club Officials and members need to register any hazards that occur or become apparent during the course of normal
club operations on the hazard register.

This Hazard Register allows for the hazard to be prioritised using the Hazard Priority Grid and for a Safety Action Plan
to be implemented by the Surf Club Management Committee to address the hazards.
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Stage 2 - Assess the Risk
Once the hazards in the club have been identified, the next step is to assess the risk they pose to people.
This is done by:

Estimating the probability or likelihood of an accident occurring
Estimating or calculating the severity of the potential consequences, and
Based on these two factors, assigning priority to the risks for risk control

Risk = severity of consequences x likelihood of occurrence

How to estimate the likelihood

1. Review information gathered during the hazard identification stage such as material safety data sheets, equipment
instruction booklets, incident investigation reports and first aid records

N

. Factors that influence likelihood include:

The number of times the situation occurs
The number of people exposed to the hazard
Duration of exposure

Competence of people involved

Condition of equipment

Environment e.g. size of swell/surf

3. Rate the likelihood using the categories 1 to 5

Likelihood Table
Category Probability Description
5 Almost certain, common Is expected to occur in most circumstances
4 Likely, has happened Will probably occur in most circumstances
3 Possible, could happen Might occur at some time
2 Unlikely, not likely Could occur at some time
1 Rare; Practically impossible May occur only in exceptional circumstances.

How to rate the severity of the potential consequences
When considering the severity of the potential injury it is important to use commmon sense and to be realistic.

1. Factors that influence severity include:

Number of people who may be affected in one incident

Heights and distances

Weights

Speeds of moving parts

Special characteristics of people such as lack of experience or medical conditions

2. Rate the severity using the scale 1 to 5

Consequence Table

Category Consequence (harm) Personal Injury Description

5 Catastrophic; Fatalities.

4 Major; Serious injury such as permanent disability.
3 Moderate; Medical treatment or lost time injury.

2 Minor; Minor injury, such as first aid.

1 Insignificant; No injury.
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How to prioritise the risk

Once the likelihood and severity have been rated, it is possible to prioritise the risk. The Risk Assessment Matrix
below allows you to do this. Once the priority has been calculated the timeframe must be adhered to as an absolute
minimum and the calculation recorded on the Safety Action Plan section of the Inspection form.

This stage of the risk assessment provides the basis for ranking or prioritising risks in order of importance from
Extreme to Low risk. When the risk ratings for all the risks in the workplace have been compared, the resulting
ranking will be a guide to the order in which these risks should be addressed. When more than one risk has the
same ranking and not all can be dealt with at once, the risks may need to be reassessed to determine which is the
most important to deal with first.

Risk Assessment Matrix

Consquence Consquence Definitions

Likelihood

1 3 5 . )
Insignificant Catbstiophic Level OSH Environment Quiality
5 — Almost
Certain Isolated
. complaint/
4 - Untreated Nl g incident. No
- to small area. .

Likely M (7) 1 or no injury/ Clean-up/ liabilty impact on

illness han reputation, event,
negligible. A ; .

3- client relgt|onsh|ps

Possible L4 and staffing.

2_

Unlikely L) Small number
Low impact, sporadic
contained to complaints/

1- L(1) 2 i operations. incidents. Minimal

Rare ury Clean-up/ liability | impact on
<$100. Rapid site | reputation, event,
clean up. client relationships

Likelihood Definitions and staffing.
Almost ) ) . Moderate number
Certain Commonly occurring/ all circumstances/ daily occurrence of repeated
compaints/
. Meskie/ Moderate incidents. Actual
Likely Expected or has occurred/ most circumstances/ weekly to monthly o | i impacts, loss of staff or
event iniury/ ilness contained. Site client. Reputation
Jury clean-up <$1,000 | damaged in local
sector or with 1
Possible Could occurr/ some circumstances/ once per event or 2 clients. Even
jeopardised.
. Could occur but not likely/ has happened within event/ 10 years o Serious rate

Unlikely or SO Major impacts. of repeated

Clean up liability complaints/
Multiple <$5,000. incidents.

Rare Almost impossible/ very exceptional circumstances/ rare in industry 4 | losstimeor | Considerable Increasing rate
permanent clean-up effort, of lost clients/
disability supported staff. Reputation

. o by external damage local
Risk Significance resources. sector. Event
postponed.
20-25: Immediate management review required - control immediately
Severe impact .
) ) on regional scale. Natlc;nsl
11-19: Management review required — controls to be set ASAP Fatality or Long recovery gefmuaa ngem
5 multiple period Clean-up/ cance?le d. Loss
) ) ) ) permanent liability >$5,000. £ subst ' tial
Moderate 6-10: Review by line management — plan improvement when disability External resources | O SuPstantial
i percentage of
possible necessary for )
clean-up clients/ staff.
Low 1-5: Review and control as part of on-going operations and systems
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Stage 3 - Control the Risk

Once the risk has been identified, there are recommended steps to control it.

Elimination is the preferred option; however this will not always be practical. If this is the case then the other
methods of reducing risk need to be explored, beginning with Substitution and following on down the hierarchy.
Personal Protective Equipment (PPE) is the last resort and is, by itself, the least effective method. There will be
situations where a combination of control measures will need to be used to control hazards.

1. Elimination

Good housekeeping practices can eliminate hazards.
For example, are rescue boards left on the concrete in
the Gear Shed and not put away on storage racks after
use? Remove hazard-dispose of spoiled fuel etc.

v If this is not practicable, then ¥

2. Substitution

Replace a manual process with an automatic process.
For example, consider replacing the lifting and
carrying of an IRB motor with rolling it on a motor
trolley/replacing resuscitation masks with disposable
resuscitation masks.

v If this is not practicable, then ¥

3. Isolation

Separate people from hazard. Install guards on
machines where there is risk of a person being trapped
in 2 machine. For example, prop guards on the IRB
motor.

v If this is not practicable, then v

4. Engineering

Redesign the task. For example, redesigning the
surfboat bow box to have foam padding installed or
redesigning the foot chocks for different sized feet.

v If this is not practicable, then v

5. Administration

Implementing policies, procedures and training for
people to follow when working with a hazard. For
example, education on infectious diseases and sun
safety/IRB training in progress sign on beach.

v If this is not practicable, then ¥

6. Personal Protective Equipment (PPE)

Provide people with protective equipment when
working with a hazard and provide training in the use
of these. For example, long sleeved uniforms and wide
brim hats for sun protection.

Page 9
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Stage 4 - Monitor and Review
This step of risk management involves monitoring the controls at the club to check if:

1. The implementation of the controls took place

2. The controls were effective
Has the control measure been successful in elimination or reducing the risks associated with the hazard?
Has the control measures created a new hazard?

3. Follow up action is required

Is there a need for information, instruction and training for people at the time of implementing the control
measures”?

Are there other controls which also need to be considered (e.g. engineering)
If the hazard has not been effectively controlled then alternative control measures will need to be implemented.

Regular checking and ongoing monitoring is essential to guarantee continuous improvement. This can be part of a
regular inspection (i.e. the Club Health and Safety Inspection), or by using injury/accident statistics to ensure that
no new hazards have been introduced.

Stage 5 - Documenting the Process

The risk control process should be fully documented and these records retained to assist with future risk
assessments and verification of the control’s effectiveness. Other details that could be included:

Periodic issues (such as peak periods that impact on the use of the control)
Additional training or supervision needs

Difficulties in working with the control (such as awkwardness or operator discomfort)
Other issues of concern

The document used to record and manage risks in the club is the Club Hazard Register. This hazard register allows
for the hazard to be prioritised using the Hazard Priority Grid and for a Safety Action Plan to be implemented by
the club management committee to address the hazard or hazards.

A copy of the register and inspection form is located in this guide and online via the SLSA website.
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Some Helpful Definitions

Accidents and Incidents
An accident is an unexpected event which results in an injury or damage to property, or creates the possibility of
injury or damage.

Incidents (near misses) should be taken into account in any accident prevention program as these events give
warning that there is something in the work process that needs to be investigated and possibly change before a
serious accident occurs.

Hazard

A hazard is formally defined as “a source of potential harm or situation with a potential to cause loss”. Namely, any
item of equipment or process, situation or source with the potential to cause:

Harm to a person including injury, death or disease
Harm to property, equipment or the environment

For example, sharp rusty tent pegs.

Hazard Identification

The process of identifying potential causes of injury or illness; sometimes referred to as ‘risk identification
Hazardous Substance

A material classified as hazardous under hazardous substances legislation or other OHS legislation

Hierarchy of Control

The descending order of effectiveness of different types of control measures, for example, elimination, substitution,
isolation, engineering control, administrative control and personal protective equipment.

Material Safety Data Sheet (MSDS)

A summary of relevant properties of a hazardous substance that includes information on safety, health, storage,
handling and emergency information.

Personal Protective Equipment (PPE)

Equipment worn by workers to reduce risk from OHS hazards

Risk

Risk is defined as the “chance that a hazard will cause loss”. Namely:

Harm to a person including injury, death or disease and/or
Harm to property, equipment or the environment

For example, it is likely someone will kick his or her foot on the sharp tent peg

Risk Assessment

The process of analysing the potential risk of injury or illness from exposure to hazards.
Risk Control

Controlling the risk of exposure to hazards; see hierarchy of control

Risk Management

The process of recognising situations that have the potential to cause harm to people or property, and the act of
doing something to prevent the hazardous situation occurring or the person being harmed.

2, = s"z’
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VOLUME 2: RISK ASSESSMENT & MAMNAGEMENT



Surf Life Saving Australia Ltd
Level 1, 1 Notts Ave
Bondi Beach NSW 2026
Australia

Locked Bag 2,

Bondi Beach NSW 2026
Australia

Tel: (02) 9300 4000

Fax: (02) 9130 8312
Web: www.slsa.com.au





