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Workplace hazard register procedure 
- combined hazard register for power station sites, offices and associated Hydro Tasmania infrastructure procedure
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1.0 Purpose and scope
To prepare site-specific registers identifying location-based workplace hazards, risk levels, control measures and remedial actions to eliminate or minimise the overall level of risk when working on Hydro Tasmania assets and facilities in the following fields:

· occupational health and safety hazards

· environmental aspects and impacts

· production risks

· plant loss/costs

· hygiene hazards – asbestos, noise, lead, PCBs, hazardous substances, etc

· driving black spots

Hazard registers focus on basic workplace hazards; hazards associated with major refurbishment projects shall be managed through project safety management plans, HazOpS etc.
This procedure applies to tasks undertaken on Hydro Tasmania’s assets/facilities and is to be used by employees and contractors where practicable during all phases of work with a focus on the early planning stage to identify hazards that may affect the work or activities being undertaken.

2.0 Responsibilities
Responsible officer – has the responsibility to: 
· Ensure that a workplace hazard register (WHR) is in-place for each worksite.
· Provide necessary resources to ensure this procedure is effectively and efficiently implemented at the workplace.
· Ensure that hazard registers are kept up to date.
· Ensure there is an annual review that is adequately resourced to assess each register for accuracy and to identify and recommend remedial action for high risk hazards.

Asset Owner – has the responsibility to:

· maintain, review and endorse site workplace hazard registers for each nominated workplace delegated as their responsibility and to ensure that where there is potential for harm, all reasonably foreseeable hazards are identified, recorded in the appropriate site register and managed in accordance with the hierarchy of controls. 
Changes should not be made to the register without the asset owner’s endorsement – see appendix B – amendment of hazard register form.
Employees – shall use the workplace hazard register database as a basis to prepare new job hazard analyses (JHAs) where practicable.
Site administrator - appointed Hydro Tasmania personnel e.g. service officers – has the responsibility to update the register on an on-going basis for each nominated workplace on behalf of the asset owner:

· Review WHRs and modify to reflect workplace conditions following audits.
· Unlink eliminated or link new hazard data.
· In conjunction with asset owner, assess and report new or modified hazards to OHS Manager.
· Record FMMS/IQMS reference numbers in WHR to indicate remedial action in progress.
· Respond to user feedback and report back to the database administrator to ensure continuous improvement.
· Provide expert advice to the database administrator on the development of the hazard register database and reporting.
· Participate in the annual review of workplace hazard registers.
· Update the register once amendment of hazard register form has been received and is endorsed by the asset owner.

3.0 Procedure

The hazard register shall record all reasonably practicable and foreseeable hazards, risk assessments and approved control measures for worksites i.e. power station, communication site and administration centres.

Recorded hazards will normally have an uncontrolled risk assessment of moderate and above, although low risk hazards may be recorded where there is potential for harm/loss.

The hazard register is to be used by, but not limited to the following:

· maintenance planning

· works co-ordination

· asset maintenance

· major outages 

· projects

· engineering

· consulting

· dam safety

· telecommunications

· land and facilities 

· Bass Strait Islands. 

3.1 Retrieving data

· Data can be retrieved from the database using the ‘workplace hazard register report’ (WHR report), SAM reports and the FMMS report index.

· To access the ‘workplace hazard register reports’, locate the file from the HydroSafe page and save it to your computer’s desktop. Note: This file must be saved to your desk top to work.
· If you get an error message when you try to run the Excel file from your desktop, your Macro security may be set too high. 

Open tools – Macro – Security and set the security level to medium. Close down the file and reopen.

· It is not advisable to run the WHR report from e-Docs as error messages occur when you try to exit the application and the resulting JHA cannot be saved.
· The database has a comprehensive auditing capability and reports can be produced by performance business - systems on request to show all changes made.

3.1.1 Using the workplace hazard register report to produce a JHA

1. Open the file, select ‘Area’ then ‘Site’.
‘General’ location has been preselected, please do not unselect.
2. Select ‘Location(s)’ in accordance with your work program for that site.
3. Set JHA Filters to ‘None’.

4. Ensure the ‘JHA’ button is selected under ‘Report Style’, then select ‘Run Report’.
A JHA worksheet showing hazard-data, risk assessments and controls will be produced.
5. Delete non-applicable data lines, resize lines as appropriate and use this information as the basis for a JHA.
6. Replace location description on each line with appropriate job steps.
7. Insert additional job step lines and hazard-data in accordance with work to be undertaken.
8. Print and review on-the-job in accordance with the JHA procedure.
9. For the process to approve a JHA , refer to the JHA and Take 5 procedure on HydroSafe.
Note: 

For improvements to the hazard register e.g. additional hazards, improved wording, additional controls, complete an “Amendment of Hazard to the Register” form “Appendix B” and notify the asset manager for the area. 

Production data has been disabled and the ‘Exclude Operational’ and ‘Outside Peak’ functions have been disabled.

3.1.2 Using a workplace hazard register report to produce a general register

10. Open the file, select ‘Area’ then ‘Site’.
11. System will select ‘All Locations’.
12. Ensure the ‘General Register’ button is selected under ‘Report Style’, then select ‘Run Report’.
13. A general hazard register worksheet showing complete hazard-data will be produced.
Note: Production data has been disabled and the ‘Operational Register’ function has been disabled.

3.1.3 Using SAM reports

Customized reports can be found at http://swhsamtest/samreports/ that will allow additional data to be extracted in a Crystal Report format. Additional reports can be included on request.

3.2 Register review

The workplace hazard register shall be reviewed:

· As soon as possible after the identification of a new hazard e.g. from a workplace audit or inspection.
· Before the introduction of any plant or substance for the first time at a workplace.
· Before work of a type not previously performed at a workplace is commenced.
· When new information becomes available that may impact on the health and safety of an employee or other person at the workplace.
· When there has been a near-miss or incident.
· When there has been significant change to a JHA.
· When new information arises from a SAO.
· Annually to identify high risk hazards and recommend remedial action to asset managers to eliminate or reduce hazard risk-level. 
Note: More frequent audits may be required in areas where the hazard register is not supported with such processes and systems such as IQMS, SAO’s, HAZOPS, FMMS, Form 56 and PGI’s.
4.0 Background
4.1 Administration

The hazard register is a whole of business tool and is ultimately owned by Hydro Tasmania’s safety team. Everyday maintenance of the register is administered by Hydro Tasmania’s information systems team and everyday input (updates) of the hazard register is administered by the site administers.
· Site administrators – appointed Hydro Tasmania personnel who update the hazard register e.g. service officers – see BUSOPS-125051 - HydroSafe workplace hazard register cheat sheet
· Report writing (SAM) – system administrator, information systems team.
· Microsoft Excel query writer – system administrator, information systems team. 
· Server administrator – system administrator, information systems team
4.2 Database structure

· The SQL database consists of generic hazard-data, risk assessments and controls entered by the system administrator and linked to appropriate sites.
· Hazard data consists of:

· location

· short title of hazard/risk

· hazard and risk descriptions.
· Hazard data makes up a unique line item. A change to any component of this data will require a new hazard to be created in the database and linked to sites as appropriate.
· The hazard short title might be ‘Oil’ and the hazard and risk description might be ‘Oil vapour – oil vapour may be inhaled. This is a clear statement of the problem which can then be managed. If the hazard was described only as ‘Oil’ then what is the problem and how can it be controlled? – Dermatitis from oil on skin, slipping hazard from oil on the floor, etc.

· Site-specific data for each unique hazard can be changed by site administrators and consists of:

· uncontrolled risk level

· control measure(s)

· controlled risk level

· HoC - Hierarchy of control 

· eDocs links

· action notes/comments

· Op =  operational

· Pk = peak.
· Site-specific data will initially be based on generic data, but can be altered to reflect conditions at a site e.g. risk levels could be reduced because there are improved controls at that site.

· The hierarchy of control value is a manually recorded number that reflects the average of all control measures. Reporting on this value against uncontrolled risk level will highlight how each area is managing hazards in relation to the higher order of controls.
· eDocs Links  - shows the number of documents linked to this specific site (e.g. Cluny Power Station) and data line; see below document links can only be created by site and database administrators.
· The actions notes/comments field can show:

· FMMS job number

· IQMS incident number.
· Op and Pk can only be changed by a database administrator and will appear as greyed-out in register reports.
4.2.1 eDocs links

To view a linked document, select:

· eDocs links from the General/Operational Register Report page

· the hyper-linked document name

· open or Save document.
To add a linked document, select:

· eDocs link value

· document links page

· ‘Link Title’ and enter link title

· ‘document URL’ and complete URL or document

· add plus (+) sign to insert new hazard link.
4.3 Benefits of a workplace hazard register

A WHR will enable the:

· Management of new and existing hazards.
· Coordination of hazards in the workplace.
· Amalgamation of registers for noise, lead, confined spaces, chemicals, etc.
· Use of standard language to describe hazards, risks and control measures.
· Standardisation of risk levels for hazards.
· Identification of hazards to form the basis of a site induction process.
· Creation of new JHAs to an agreed standard.
4.4 Ensuring quality of hazard data

· Each new or existing hazard shall be assessed by a hazard assessment team including competent persons for that workplace.
· Each submitted new or existing hazard will be reviewed by the database administrator before entry into the database.

· Site administrators will ensure accuracy of site hazard-data prior to linking the generic hazard-data to their sites.
5.0 Records

· Site hazard register document

· Hard copy to be available on site.
· Electronic copy available on 80/20 and to be used as a live working document.
· Assessing and reporting a new hazard

6.0 Referenced documents

· AS/NZ 4360: 2004 – Risk Management

· Workplace Health and Safety Act 1995

· Workplace Health and Safety Regulations 1998

· National Safety Council of Australia electronic risk database

· Hydro Tasmania’s JHA and Take 5 procedure
· BUSOPS-125051 - HydroSafe workplace hazard register cheat sheet
7.0 Definitions

	Asset owner
	A person delegated by the RO, responsible for an asset or infrastructure, who is in charge of a facility or work site (for Technical and Operations this is the Production Manager). Responsible for maintaining, reviewing and endorsing  site workplace hazard registers for each nominated workplace delegated as their responsibility and to ensure that where there is potential for harm, all reasonably foreseeable hazards are identified, recorded in the appropriate site register and managed in accordance with the hierarchy of controls. Changes should not be made to the register without the asset owner’s endorsement – see appendix B – amendment of hazard register form

	Accountable person
	An individual, who assumes responsibility for the health and welfare of any other person in a workplace by providing instruction, direction, assistance, advice or service, is deemed an accountable person in accordance with the Workplace Health & Safety Regulations 1998. All management and supervisory staff (which include those with responsibility for students) are therefore considered “Accountable persons”.

	Competent person
	A person who has, through a combination of training, education, assessment and experience, acquired knowledge and skills to correctly perform a specified task.

	Endorse
	To give public support

	Hazard
	A source with the potential to cause harm to persons, or loss to property or process, measured in terms of degrees of danger.

	JHA (job hazard analysis)
	Is the process and document used to record hazards of all types, job steps and appropriate control measures to manage the identified risks

	Worksite
	Refers to any work site where Hydro Tasmania has the prevailing influence over safety and health or which is dedicated to work for Hydro Tasmania.

	Risk level  
	The magnitude of risk for a hazard as one of Extreme, High, Moderate or Low and is derived from the assessment of Consequence and Likelihood

	Hazard assessment team (HAT)
	At least three people, two of whom are competent, to identify hazards, assess risk levels and determine effective control measures to eliminate or minimise the level of risk to an acceptable level; e.g. Production and facility managers, Operators, experienced staff etc.

	RO (Responsible Officer)
	A person appointed by Hydro Tasmania to be legally responsible for a designated workplace in accordance with Section 10 of the Workplace Health & Safety Act 1995.

	Site administrators
	Appointed Hydro Tasmania personnel e.g. service officers – has the responsibility to update the register on an on-going basis for each nominated workplace on behalf of the asset owner:

	System administrators
	Persons responsible for supporting the database and register application – appointed within the information systems team.


8.0 Revision history
	Revision

number
	Date approved
	Detailed revision description
	Document owner
	Document reviewer
	Document approver

	0
	1 Oct 2004
	Original – approved procedure
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	OHS management team
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	Revision 1
	OHS safety team
	OHS management review team
	OHS management review team
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	OHS safety team
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	Critical procedure review update – Supersedes document ID: BusOps-56430.

New format.
	Mick Cuppari
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	4
	May 2011
	Refined content – clarified the role of the asset owner, system administrator and included admin cheat sheet. 
	Mick Cuppari
	Norma Cormican and Mick Cuppari
	Evangelista Albertini

	
	
	
	
	
	


Appendix A Workplace hazard register example
	WORKPLACE HAZARD REGISTER EXAMPLE

	SITE:
	

	Location
	Hazard and Risk Description
	Uncontrolled Risk Level
	Control Measures
	Controlled Risk Level
	Hierarchy of Control Value
	eDocs Links
	Actions Notes Comments
	Op
	Pk

	Assembly Bay
	Hazard: Overhead light globes may separate from fitting and fall.

Person may be injured.
	Moderate

4.9

2D
	Mandatory hard hat area. Regular inspections and maintenance routines carried out.
	Low

2.45

2E
	5.5
	8
	J 12345 to fit safety mesh to light fittings
	No
	No

	General
	Hazard:  Falling rocks and trees especially during/after high winds.

Vehicle could impact fallen tree, person using chainsaw to remove tree, person may have to climb over tree on track, driving vision obscured by vegetation.
	High

15

3D
	Safety helmet area to be extended/signed from operational areas to cover these sites. Routine inspection and maintenance carried out to manage hazards.
	Low

1.5

3F
	5.5
	4
	
	No
	No

	General
	Hazard: Working/driving in remote areas or above snow line in adverse weather conditions

Person may be injured/stranded without immediate assistance being available. Driver may impact with log trucks especially on blind corners.
	Moderate

7.5

3E
	Wear approved clothing. Establish remote location call in procedure. E.g.: Radio comm's, second man etc. Access to first aid kit, be aware of emergency huts in your location. Consider postponement of trip. Competent driver to use approved vehicle for conditions.
	Low

1.5

3F
	5.5
	2
	
	No
	No


Appendix B Amendment of hazard register form

[image: image1.png]orkplace hazard register (WHR 1o Hydro
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Amendment of hazard to the register
0 DETA
NAME: TITLE: DATE:
OCATIO

Station:
Area: Location:
O Northern Region O Access Tunnel O Draft Tube Floor O Lake O Surge tower
O Southern Region O Alternator Floor O Engine Bay O Lift Shaft O Tailrace
O North Comms O Assembly Bay O Front Entrance O Machine/Operating Floor O Transformer Switchyard
O South Comms. O Battery Room O Garage O Overhead Powerlines. O Turbine Floor
O West Comms O Canals & Flumes O General O Penstocks & Pipelines O Tunnels, Shafts & Addits
O islands O CarPark O Headworks O Roads & Tracks O Werkshop
O Offices O Catchment O Hill Top Valve O Roof o

O Communications Room O Hill Top Valve House O Sewage Treatment Plant o

O Dam O HV Lab O Station o

O Diversion Tunnel O Intake O Store o

AZARD
Hazard short title:
Hazard and risk description Uncontrolled Control measures identified Controlled ::;I:i:: //
risk level risklevel | =0

Asset owner - | have reviewed the hazard and control measures and approve entry of the above information into the WHR

Name’ Signature Date

Please hand form to service officer for entry and filing once asset owner has approved

DATE RECEIVED / / (COMPETENCY REGISTER UPDATED [J

Last reviewed: May 2011 Revision: 1
Form: Workplace hazard register amendment or variation
CAUTION: Printed document is uncontrolled Page 1of 1





Appendix C Numerical risk level value

	SCORING

SYSTEM
	CONSEQUENCE

	
	
	1
	5
	15
	25
	50
	100

	
	
	1
	2
	3
	4
	5
	6

	LIKELIHOOD
	10
	A
	10
	50
	150
	250
	500
	1000

	
	6
	B
	6
	30
	90
	150
	300
	600

	
	3
	C
	3
	15
	45
	75
	150
	300

	
	1
	D
	1
	5
	15
	25
	50
	100

	
	0.5
	E
	0.5
	2.5
	7.5
	12.5
	25
	50

	
	0.1
	F
	0.1
	0.5
	1.5
	2.5
	5
	10


· A numerical risk value is calculated in reports from the WHR to allow prioritisation within a hazard group. 

· E.g. a risk level of High 45 3C, is more critical than a risk level of High 15 3D. Note: Numerical evaluation is not a requirement for creating JHAs, it is a by-product of risk levels created from the Workplace Hazard Register.

· In the case of equal scores use the higher consequence to prioritise in order of importance

A risk value is calculated as follows:

14. A Consequence of 3 ‘Serious injury’ has a score of 15

15. The Likelihood for that Consequence is ‘D - Unlikely’ gives a score of 1

16. The Risk Score = Consequence Score x Likelihood Score = 15 x 1 = 15

Appendix D Database management for administrators

D.1 SYSTEM ADMINISTRATORS – administrator access
17. Enter MyHydro address – http://swh/whr/ 
18. Select the Administration icon [image: image2.bmp] at the top left of screen

19. These icons will be revealed at the top right of the screen

· Sites

· Locations

· Generic Hazards

D.1.1 Sites can be entered, modified and deleted

20. Select the Sites icon [image: image3.bmp] 

· At the top of the Sites box, [image: image4.png]161 Sites - Pages > 12345




 shows:

· The total number of sites

· The page you are on – no underscore

· The pages you have visited – in blue

· The functions of each column in the Sites box are:

· Modify row – allows modification of data against an entry

· Double sheet icon – produces a PDF listing of site data

X – allows hazard data line to be deleted for sites that are not linked
· Code – a unique alphanumeric code unique for that Site

· Description – names the site. Selecting the arrow [image: image5.bmp] reverses sort order

· Type – shows if it is a Site, e.g. Tullah Office or a Group

· Parent – shows the next level up from the site

· FMMS Facility – shows the FMMS Facility Code for the site if linked

· Hazard Links – indicates the number of hazards applied to this site
21. To enter a new Site, populate the fields at the bottom of the screen.

Leave the FMMS Facility field blank

Accept the data by selecting the cross [image: image6.bmp] at the left of these fields

22. To modify a Site, select the appropriate Modify Row button [image: image7.bmp]
Note the row under modification highlights to light red

Make changes and either confirm using the tick, or cancel using the cross [image: image8.bmp]
23. To delete a site, select the Delete button [image: image9.bmp] and confirm. You will get a confirmation message then another, denying deletion if sites are linked to this generic hazard/location.

D.1.2 Locations can be entered, modified and deleted

24. Select the Locations icon [image: image10.bmp]
· To review, enter, modify and delete Locations, follow steps 1-6 in section D.1.1.
Note there is no FMMS Facility code column for Locations.

D.1.3 Generic hazards can be entered, modified and deleted

25. Select the Generic Hazards icon [image: image11.bmp]
· The functions of each column in the Sites box are:

· Modify row – allows modification of data against an entry

· Double sheet icon – produces a PDF listing of location data

X – allows hazard data line to be deleted for sites that are not linked
· Location – identifies the location of the hazard. Selecting the arrow reverses sort order

· Hazard & Risk Description – shows the hazard summary (in bold), the hazard and the description of the risk.

· Uncont. Risk – shows the Uncontrolled Risk Level

· Control Measures - identified from risk assessment - HazOpS, JHA, Take 5

· Ctr. Risk – shows the Controlled Risk Level; a non-mandatory field as this stage

· HOC - Hierarchy of Control factor  - a weighted numerical value of the control measures in accordance with 2 to 6 of the Hierarchy of Controls
· Operational - 
· Peak - 
· Site Links – Number of sites this hazard is currently linked to

26. To enter a new Generic Hazard, populate the fields along the bottom of the screen

Accept the data by selecting the cross [image: image12.bmp] at the left of these fields

27. To modify a Hazard, select the appropriate Modify Row button [image: image13.bmp].

Note the row under modification highlights to light red

CARE: BEFORE ANY CHANGE IS MADE TO A HAZARD, BE AWARE THAT THIS CHANGE WILL APPLY TO ALL THE LINKED SITES

· Location can only be selected from a drop-down menu

· Hazard short-description is free text

· Hazard & Risk Description is free text

Note it is important to describe the hazard and then a description of the problem i.e. the risk. If the problem is correctly identified then the control measures are more likely to be effective and practical

· To modify the Uncontrolled or Controlled Risk, select the down-arrow from [image: image14.bmp]
· Select the risk level using Consequence and Likelihood

· Control Measures data is free text

28. Either confirm using the tick, or cancel using the cross [image: image15.bmp].

Note that a modified line may relocate to a new page

29. To delete a Generic Hazard, select the Delete button [image: image16.bmp] and confirm.
CARE: BEFORE ANY HAZARD IS DELETED, BE AWARE THAT THIS CHANGE WILL APPLY TO ALL THE LINKED SITES

You will get a confirmation message then another, denying deletion if sites are linked to this generic hazard/location.
D.2 SYSTEM ADMINISTRATORS – specific site details

30. Enter Myhydro address – http://sam/whr/
31. From the drop-down menu at the left of the screen select the Site

[image: image17.png]=0 wwo
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· NOTE: Modifications to Hazard Descriptions or Control Measures should not be made from this screen.  Refer D.1.3 for that function  Data is presented in a continuous scroll format

· Show all hazards – a tick box that shows all generic hazard in the register.  (Including those linked to this site shown with a tick in the ‘Incl’ column)
· Location, Short Hazard description and Hazard & Risk description fields are a fixed unique combination generated from the Generic Hazards list.

· Incl – include option shows link to a generic hazard on the selected site

· Actions/Notes Comments – a free-text field with verified FMMS and IQMS Job and Incident reference numbers.  This field is relative to this site only.
· Significant changes to a Site-specific register must be approved by the Asset Owner for that workplace. e.g. Production Manager
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