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1. Introduction

SafetyNet is the online system for recording hazard/incidents reports, safe work
procedures and risk assessments at the University of Wollongong. This guide assists
users in completing the online forms.

1.1 ACCESSING SAFETYNET

SafetyNet can be accessed via the “Quick Links” tab from the UOW Safe@Work
internet page. This link will take users to a web page containing a link directly to
SafetyNet as well as information on the system.

Any user logged into a UOW computer will be granted Single Sign On access to
SafetyNet and will not require a username or password.

Home > About UGW > Campus services & facilites > Safle at work
SAFE AT WORK

Safe at work

The Wellbeing Health and Safety Unit provides advice and support to University of Wollongong workers, students,
contractors and visitors to ensure that health and safety risks can be managed in accordance with the UOW WHS
Management System.

Keep an eye an our WHS What's On links at the bottom of this page for monthly events, webinars and activities.

SafetyNet upgrade: new version has launched!

Safetyh

g with oUr vendor to correct iSsues with access to RAS and SWP's as well as

WHS quick links
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2. SafetyNet Navigation

2.1 DASHBOARD

Home Incidents ~ Audits ~ Risks -  Safe Work Procedures - Action Search Administration -  Logout

Incidents
The Incident/Hazard form allows you to record any incidents and hazards. See
Incidents/Hazards SafetyNet User Guide for more information.

Audits (Checklists)
The Audits form allows you to record the outcomes of workplace inspections. See
Audits SafetyNet Use Guide for more information.

Risks
This form records risk assessments including the hazards, the risk level and controls
to make it safe. See Section 3 Risk Assessment Report Form for more information.

Safe Work Procedures

This form records the job steps of an activity and any hazards and controls to ensure
the task is performed in a safe way. See Safe Work Procedure SafetyNet User Guide
for more information.

Action Search

This search channel allows you to search for any corrective actions set within an
Incident/Hazard Report, Audit/Checklist, Risk Assessment, Safe Work Procedure or
an Investigation Report.

Record Number
This allows you to search for a report directly using the reference number.

2.2 MY ACTIONS

This heading confirms that users are viewing their personal work list and displays a
list of tasks that are specifically assigned to the user.

Users can search for specific tasks through record type, action type or priority.

Reference Number
This is the number assigned to the document once created and can be used to
search for reports.

Type
This is the type of report being produced.

Description
This gives you a brief description of what the report is about.
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Action Required
This field explains what action is required from you to process the report.

Target Date
This is the target date at which you should aim to complete your actions by.

Priority
This is the rating that the user has assigned to the corrective action based on their
assessment of the hazard.

Status
This is the status of the report, including days overdue for action.

2.3 MY RECORDS

This heading confirms that users are viewing their list of records that are associated
with them, either as a developer, approver, or person responsible for a corrective
action.

Users can search for specific records by record type.

Reference Number
This is the number assigned to the document once created and can be used to
search for reports.

Type
This is the type of report being produced.

Short Description
This gives you a brief description of what the report is about.

Status
This is the status of the report.

Status Date
This is the date the report status was last updated.
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3. Risk Assessment Report Form

3.1 RISK ASSESSMENT REPORT NAVIGATION

Completing a Risk Assessment (RA) is the best way to document strategies on how a
hazard is going to be managed. A risk assessment incorporates the identification of
the hazard, what the level of risk is, and what can be done to improve the situation.
As far as reasonably practicable, SafetyNet is to be used to document and record the
risk assessment process. The principles associated with risk assessment can be
found in the WHS Risk Management Guidelines.

Risk Assessment Numbering

A uniqgue number for each Risk Assessment will be assigned in the following
format: RSKYYNNNNN

Where:
e YYisthe last two numbers for the Calendar Year of the current system
sate

e NNNNN is a five-sequence number for each Risk Assessment within
each calendar year.

3.1.1 Status

The following is the status of the Risk Assessment form being entered. The status
descriptions are as follows:

Entry in Displays when a new Risk Assessment has been created but not

Progress: yet saved.

Draft: Displays when a Risk Assessment has been saved as a draft and
not formally submitted.

Awaiting Displays when a Risk Assessment has been conducted and

Approval: marked as completed but is not yet approved.

Approved Displays when a Risk Assessment is marked as Approved and is

marked as requiring a Periodic Review.

Closed Displays when a Risk Assessment is marked as Approved and is
not marked as requiring a Periodic Review.

3.1.2 Drafting and Saving Risk Assessments

When saving a Risk Assessment the following steps and validations will take place:
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¢ The Next Review Date is updated, if applicable.
e The Date Last Updated and Updated By fields on the Risk Assessment Details
screen are updated if any change has been made to the Risk Assessment.

If this is the first time that the
Risk Assessment has been saved:

The Risk Assessment Created Email
Notifications are sent.

If the Risk Assessment is NOT
marked as “Completed” on the
Risk Approval and Review Details
screen:

The Status for the Risk Assessment is set to
“In Progress”.

If the Risk Assessment is marked
as “Completed” on the Risk
Approval and Review Details
screen:

|17

The Status is set to “Awaiting Approva
The Risk Assessment Awaiting Approval
Email Notifications are triggered.

If the Risk Assessment was
ticked as “Completed” by the
User on the Review and
Comment screen but is no
longer marked as “Risk
Assessment Completed”. That is,
because the approver rejected
the Risk Assessment:

The Risk Assessment’s Status is changed to
“In Progress” and the Risk Assessment
Approval Rejected Email Notifications are
triggered.

If the Risk Assessment is marked
as “Approved” on the Risk
Approval and Review screen:

If the “Risk Review Required” is “Yes”

e The Status for the Risk Assessment is set
to "Approved”

e The Risk Assessment Action Assigned
Email Notifications are triggered.

If the “Risk Review Required” is “No"

e The Status for the Risk Assessment is set
to “Closed”

e The Risk Assessment Closed Email
Notifications are triggered.

If the Risk Assessment was
marked as “Risk Assessment
Approved” on the Review and
Comment screen, but is no
longer marked as “Risk
Assessment Approved”:

e Ifthe Risk Assessment’s Status is
changed to “Awaiting Approval” the Risk
Assessment Awaiting Approval Email
Notifications are triggered.

If the Person Responsible for a
Control Action changes, and that
Control Action does not have an
Actual Completion Date, and the

e The Risk Assessment Action Assigned
Email Notifications are triggered for that
Action.
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Risk Assessment is marked as
“Risk Assessment Approved":

If a new Employee is added to e The New Risk Assessment Team Member
the Assessment Team table and Assigned Email Notification is sent.
Risk Assessment is saved:

If a new Employee is added to e The New Risk Assessment Responsible
the Responsible Managers table Manager Assigned Email Notification is
and Risk Assessment is saved: sent.

If a new Risk Assessment Review e The Risk Assessment Review Completed
is added and Risk Assessment is Email Notification is sent.

saved:

Copy to a New Risk Assessment

Risk Assessment

@ Return to Dashboard | ¢%] Copy Risk Assessment J

When viewing an existing Risk Assessment, if the Copy Risk Assessment button is
selected the existing Risk Assessment is validated and saved. Once this is saved a
new Risk Assessment will be created copying all fields from the original Risk
Assessment to the new Risk Assessment. Users may then alter the new Risk
Assessment as needed prior to being saved and a new Risk Assessment Number
assigned. This allows Users to use existing Risk Assessments with similar
requirements without having to completely create a new report.

The Copy Risk Assessment Function is not available until the Risk Assessment is
saved and a Risk Assessment Number is assigned.

3.1.3 Risk Assessment Process

Risk Assessment Process Overview

Assessment Assessment Assessment

Commence Complete Approve .“ Complete Review Risk
Action(s)

Step 1. The Risk Assessment is commenced in SafetyNet and assigned to an
Development Team.

Step 2. The Risk Assessment is completed in SafetyNet by the Development Team.
Step 3. The Risk Assessment is approved by the Responsible Manager. The Risk is
placed on the Risk Register if applicable.

Step 4. Any Actions assigned from the Risk Assessments are completed.
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Step 5. If required, the Risk Assessment undergoes a periodic review based on the
nominated frequency.

Risk Assessment Process

Step 1. A new Risk Assessment is created, and the Risk Assessment’s Status is “In
Progress”.

Step 2. The User completes all the mandatory information. The Risk Assessment
is saved, and a Risk Assessment Number is assigned.
e The Risk Assessment's Status is set to “In Progress”.
e ATask is displayed on the Dashboard for all Users recorded as the
Development Team to Perform Risk Assessment.
e The Risk Assessment Created Email Notifications are triggered.

Step 3. Once the Risk Assessment is completed, the User marks the Risk
Assessment as complete on the Review & Comment screen:
e The Risk Assessment’s Status is set to “Awaiting Approval”.
e ATask is displayed on the Dashboard for all Users recorded as the Responsible
Managers to Approve the Risk Assessment.
e The Risk Assessment Awaiting Approval Email Notifications are triggered.

Step 4. A Responsible Manager reviews the Risk Assessment, Hazards / Risks
and Recommended Controls and Actions.
e |[fthe Risk Assessment is not complete or requires change, the Responsible
Manager de-selects the Risk Assessment as Complete.
o The Perform Risk Assessment task is re-displayed on the Dashboard of
the Development Team.
o The Risk Assessment Rejected Email Notifications are triggered.

Step 5. The Responsible Manager marks the Risk Assessment as Approved. The
Actions are now assigned to the Persons Responsible.
e The Risk Assessment Approved Email Notifications are triggered.
e The Risk Assessment Action Assigned Email Notifications are triggered.
e ATaskis displayed on the Dashboard for all Persons Responsible for the
Actions to Complete the Action.
e The Risk Assessment is displayed on the Risk Register, if applicable.
e Ifthe Risk Assessment is set to be Reviewed in the future:
o The Risk Assessment's Next Review Date is set.
o The Risk Review to be Completed Task is displayed on the Dashboard.
e Ifthe Risk Assessment is not set to be Reviewed in the future:
o The Risk Assessment’s Status is set to “Closed”.
o The Risk Assessment Closed Email Notifications are triggered.

Step 6. The Person(s) Responsible review the Action assigned.
e The Person(s) Responsible can provide Status Updates on the completion of
the Action by selecting the Task from the Dashboard and updating the
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Description of Action Completed and not entering an Actual Completion
Date.

Step 7. The Person(s) Responsible complete the Action. The Person Responsible
then:

Selects the Task from the Dashboard

Enters the Actual Completion Date.

Records a Description of Action Completed

If Evidence of Action Completion is required a file is uploaded as evidence.

Step 8. The Action is then Completed
e The Task is removed from the Person Responsible Dashboard.
¢ The Risk Assessment Action Completed Notifications are triggered.
e |fthe Action is marked as requiring Verification, the Action moves to the
Action Verification process

Step 9. At any later date if the Action is deemed to not be complete, a User can
clear the Actual Completion Date for any Action.
e The Risk Assessment Action Rejected Email Notifications are triggered.
e ATaskis displayed on the Dashboard for the Person Responsible for the
Action to Complete the Action.

Step 10. If the Action is marked as requiring Verification:
e The “Risk Assessment Action Verification” task is displayed on the
Verifier's Dashboard.
e The “Risk Assessment Action Verification Assigned” Email Notification is sent.

Step 11. The Verifier verifies the Action from either the Dashboard or Risk
Assessment and marks the Verification as completed.
e The “Risk Assessment Action Verification” task is removed from the
Verifier's Dashboard.
e The “Risk Assessment Action Verification Completed” Email Notification is
sent.

Step 12. If the Risk Assessment is set to be Reviewed at a later date a Review is
recorded for the Risk Assessment.
e |[fthe Risk Assessment is still set to be Reviewed in the future:
o The Risk Assessment's Next Review Date is set.
o The Risk Review to be Completed Task is updated with the new Next
Review Date and is displayed on the Dashboard.
o The Risk Assessment Review Completed Email Notifications are
triggered.
e [fthe Risk Assessment is changed to not be set to be Reviewed in the future:
o The Risk Assessment’s Status is set to “Closed”.
o The Risk Assessment Closed Email Notifications are triggered.
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3.2 NEW RISK ASSESSMENT

Menu

The Menu is the main navigational feature of SafetyNet. The Menu provides access to
the screens for the Record that the user is currently working with. The Menu also
provides the user with a visual overview of the screens requiring completion and
their status.

To navigate between different screens of the Report the user will be able to left click
on the menu item link they require. The Menu control window will be in the same
structure as displayed below:

When completing the Reports, the icon beside each screen name in the Menu will
change to indicate the status of the completeness of the screens. These statuses are
as follows:

Incomplete - this icon indicates that the screen has not yet been completed
by the user.

¥ Complete - this icon indicates that the screen has been completed by the
user.

@ Contains an Error —this icon indicates that the screen has an error within that
was entered by the user and which they will need to update before the Report
can be submitted.

Information

On the selection of the Information hyperlink, the associated help text will be
displayed in a popup screen to the user. On the selection of the Close hyperlink, the
Information help text will be closed.
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Previous page and next page
OPrevious © Next

The Previous Page and Next Page buttons allow the user to navigate back to the
previous screen that was open within the Report and proceed to the next screen of
the Report.

Save

The Save button is displayed to users on various Report screens. Clicking on the
‘Save' hyperlink will validate the Record and save the Record to the Database. It will
not complete the risk assessment process.

Return to Dashboard
B Retum to the Dashboard

The Return to Dashboard button allow the user to return to their Dashboard at any
point.

Please note that if the user decides to return to the Dashboard with an incomplete

Record open (i.e. changes have been made and it has not been saved or it is a new
report that has not been saved), the following message will be displayed:

x|

Are you sure you want to return to the dashboard without
saving?

o] ot |

On the selection of the OK button the Risk Assessment Form will be cancelled, and
the user will be taken to their Dashboard.

On the selection of the Cancel button the user will be taken back to the Risk
Assessment.

3.2.1 Assessment Details

The Risk Assessment Details screen allows users to enter the specific details in
relation to the Risk Assessment, including the Type, Key Details and who is
Responsible for the Risk Assessment.

It is mandatory that this screen be completed in order to save the Risk Assessment.
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Developed By

Developed By

Date Entered: i Entered By:
Date Last Updated: ] Last Updated By:
Next Review Date: 9 Status: In Progress Status Date:

Date Entered

The Date Entered field displays the date on which the Risk Assessment was entered
via the Report. This field automatically defaults to the current system date and
displays in the DD/MM/YYYY format. Subsequent saving or changes made to the
report does not change the date in this field. This field is read only.

Entered By

The Entered By field displays the name of the person entering the Risk Assessment.
This field displays in the format of <Given Name(s)> <Surname=. This field is read
only.

Date Last Updated

The Date Last Updated field displays the date that the last time the Risk Assessment
was saved. This field is read only and is updated to be the current System Date when
a Risk Assessment is saved after any change was made.

Last Updated By

The Last Updated By field displays the name of the User that last saved the Risk
Assessment. This field is read only, displays the name of the current User in <Given
Name(s)> <Family Name> format.

Next Review Date

The Next Review Date displays the next date that the Risk Assessment is due for
review. This date is updated dynamically based on the conditions within the Risk
Assessment based on the following definition:

If the Risk Assessment is marked as “Risk Assessment Approved” and the “Risk
Review Required?” is “Yes” on the Risk Approval and Review Details screen:

e |Ifthere are no Risk Reviews for the Risk Assessment:
o Next Review Date = [Date Approved] + [Review Interval Months]

e |Ifthereis one or more Risk Reviews for the Risk Assessment:
o Next Review Date = [Review Date Completed] + [Review Interval
Months]
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The Review Interval Months are calculated as the number of months from the value
in the User Field for the Review Interval selected.

Status
The Status field displays the current Status of the Risk Assessment. This field is read
only.

A Status History is kept for each Status change including the Date and the name of
the User that made the change, but it is not displayed.

Status Date

The Status Date read only field displays the date on which the Risk Assessment'’s
Status was changed. This field will populate with the current system date the Status
is changed to a new value.

Responsible Business Units

The Responsible Business Units group allows the user to select an area that is
responsible for the Risk Assessment.

Responsible Business Units

Faculty/Portfolio * v Division v

School/Unit v

=k Add Responsible Business Unit

Faculty/Portfolio, Division & School/Unit
These fields are searchable using drop down lists from the UOW People & Culture
data file.

NOTE: You may need to select the same item in both Division and School/Unit to
proceed to the next menu

Add New Responsible Business Unit
The Add New Responsible Business Unit button allows the user to add additional
business units that is responsible for the Risk Assessment.
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Work Activity

Work Activity

Detailed Description: *

B [/ U = i = = =2 = T_ Font- 1T,

This field allows the

user to enter a free-text description of the risk being assessed. A reasonable amount
of specific detail should be used to ensure useability of this field via the Search Form
at a later date.

Only factual information should be included. Information included in this field
should be clear and concise as it will be used for reporting purposes as required.

I am not the Correct Person Responsible to approve this Assessment
Selection of this button indicates that the currently logged in User is not the
correct person responsible to be approving the Risk Assessment.

This button is only enabled and displayed when the Risk Assessment Status is
equal to “Awaiting Approval” and the logged in user is named as one of the

Approvers.

Selection of this button will do the following on the Review and Comments screen:
¢ Untick the Risk Assessment Completed checkbox;
e Insert into the Approval Comments field the following text:

“Please note that | am not the person responsible to be approving this Risk
Assessment. Please amend the Approver field(s) on the Assessment Details
screen with the correct person(s) and resubmit the Assessment.”

Upon saving the Risk Assessment, the Status of the Assessment will be set to “In
Progress” and reassigned for amendment and resubmission.

Risk Assessment Type

The Risk Assessment Type section allows users to select one or more categories
related to the risk assessment. It is mandatory that at least one value is selected.

P&C-WHS-GUI-890.1 SafetyNet User Guide — Risk Assessments Nov 2025 Page |15

Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version



Risk Assessment Type

) General [ Hazardous Substances [ Psychosocial

] Office ] Maintenance []Research

) Teaching [ Field Work [ Manual Handling
) BioSafety [ Travel [ Radiation

O Check box if this Risk Assessment is Confidential

Risk Assessment Type
Some risk assessment types will populate with additional fields that will require
additional steps to be completed.

For any of the following types selected, see the relevant sections within the guide:
Section 3.3.1 Field Activity

Section 3.3.2. Manual Handling

Section 3.3.3. Office

Section 3.34. Psychosocial

Check Box if this Risk Assessment is Confidential

Selection of this checkbox indicates that the Risk Assessment is confidential. When
this checkbox is ticked, only those involved in the Risk Assessment (i.e. is the person
entering the Risk Assessment, or are part of the Development Team or an Approver)
or where they have the “Risk Assessment > View Confidential Risk Assessments”
granted for their User Profile, will they be able to view, search for and be notified of,
the Risk Assessment.

Assessment Location

Assessment Location

Location Type: * O Off Campus © On Campus
Specific Location:

Site:

This field is a drop-down list that allows the user to select whether the incident or
hazard occurred on campus, off campus or at a public place.

o Off Campus: If the risk assessment location is off campus, a drop-down field is
created that allows users to enter the off-campus site; this includes student
residences.

e On Campus: If the risk assessment location is on campus, use the free-text
field to enter the specific location, then using the site drop-down list, select
the relevant building (this includes regional campuses), followed by an option
to specify which room the incident/hazard occurred.
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Development Team

The Development Team group allows the user to record the name of employee(s)
responsible in performing or managing the Risk Assessment. The group displays as
follows and consists of the following fields:

Development Team

Assessment Completed By: * Q, Search | @ Add

Assessment Completed By

The Assessment Completed By field allows the user to record the employee who
completed the Risk Assessment and is populated with the name of Employee
selected using the Search option in the format of <Given Name(s)> <Surname>.

When a new Risk Assessment is created, this field will default to the currently logged
in User but may be changed.

Search

Selection of the Search button (adjacent to Assessment Completed By) will bring up
the Employee Search dialog. Selecting an Employee from the Employee Search
screen populates the Assessment Completed By field with the selected Employee

Add

Selecting the Add button allows the user to assign multiple Additional Developer(s)
to the Risk Assessment. By clicking the Add button a new Additional Developers row
will be displayed.

Approver

Approver

Approver: * Q_ Search = @ Add

The Approver field allows the user to record the approver responsible for the Risk
Assessment and is automatically populated with the name of employee selected
using the Search option in the format of <Given Name(s)> <Surname=>. It is
mandatory to add an Employee into this field to save the Risk Assessment.

Where the currently logged in user entering the form is an Employee (as per the
UOW People & Culture data file), this field will populate with the name of their
Supervisor.

Search (Approver)

Selection of the Search button (adjacent to Approver) will bring up the Employee
Search dialog. Selecting an Employee from the Employee Search screen populates
the Approver field with the selected Employee.
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Add

Selecting the Add button allows the user to assign multiple responsible manager(s)
to the Risk Assessment. By clicking the Add button a new Additional Approvers row
will be displayed.

Associated Documents

The Associated Documentation allows for users to reference and upload documents
that were used in the creation of the risk assessment. This includes Australian
Standards, Legislation and UOW Guidelines.

Associated Documents

Drag documents and/or photos from your computer and drop them here to upload them. & Upload

File Name Description Privileged and Confidential

There are currently no Documents uploaded

Relevant attachments also include, but are not limited to:
« Photos
e Maps
e Previous correspondence relating to the risk assessment

3.2.2 Assessment of Hazards and Risk Control

The Assessment of Hazards and Risk Control screen allows the recording of the
identified Risks and/or Hazards because of the Risk Assessment.

One or many Assessments of Hazards and Risk Control may be recorded for each
Risk Assessment. The first Assessment of Hazards and Risk Control will be
Assessment of Hazards and Risk Control 1, the second Assessment of Hazards and
Risk Control is Assessment of Hazards and Risk Control 2, etc.

Risk/Hazard Details

Assessment of Hazards and Risk Control

Category: * v Display on Risk Register
Description of Risk/Hazard: *
B u = = = =2 9 = T_ Font- T
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Category

The Category drop down list field records the Category of the Risk or Hazard.
Selecting a value in the Category drop down list populates the relevant Risk/Hazard
Classifications, where applicable.

Display on Risk Register

The “Display on Risk Register” checkbox indicates that this Risk/Hazard will be
displayed on the Risk Register. When a new Risk/Hazard is created, this checkbox
will default to being selected.

Description of Risk/Hazard

The Description of Risk/Hazard field records the detailed description of the Risk or
Hazard. This field is mandatory and displays as the rich text editor.

Initial Risk Rating

Initial Risk Rating (2]

Initial Risk Rating

Consequence
Insignificant i Moderate

Almost Certain

Likelihood

How bad could it have been? | |

How likely could it occur? | |

Initial Risk Rating: | |

This is where you will need to conduct a risk rating of the Incident/Hazard based on
consequence and likelihood. This should be based on the POTENTIAL risk of the
Incident/Hazard I.E. the incident may have resulted in a report only and no injury but
had the potential for serious medical treatment.
The "Likelihood" field records the potential Likelihood of the Risk Rating. The initial
codes will be loaded as follows:

« Almost Certain — The event is expected to occur in most circumstances

e Likely - The event will probably occur

e Possible - The event might occur, but occasionally
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« Rare-The occurrence of the event is remote and improbable.
e Unlikely — The event is unlikely to occur; however, it is possible.

The "Consequence" field records the potential Consequence of the Risk Rating. The
initial codes will be loaded as follows:
o Insignificant — No injury, illness or disease
e Major — Extensive medical treatment (hospital or absence from work >7 days)
e Minor - First aid treatment
« Moderate — Minor medical treatment (e.g. GP or outpatient to hospital)
« Severe - Fatality or permanent incapacity to work.

The Risk Rating is populated when the User selects the corresponding Risk Rating

value from the Risk Matrix table. It is mandatory to record a Risk Rating for a
Finding.

Controls

Control

Press the Add Control button to add a new Control to this Risk/Hazard. + Add Control

Add Control

Selecting the Add Action button adds a new Action item to the Menu underneath
the currently selected Risk/Hazard. See Section 3.2.3 Risk Control Activities for more
detail.
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Residual Risk Rating

Residual Risk Rating (2]

This is where you enter what your risk rating will be after you've entered your controls.

Residual Risk Rating

Consequence
Insignificant i Moderate

Almost Certain

Likelihood

How bad could it have been? ‘ ‘

How likely could it occur?

Residual Risk Rating: ‘ ‘

The Revised Risk Rating fields allow for a risk assessment score to be inserted on the
corrective action.

Selecting a cell in the table populates the Consequence, Likelihnood and Risk Rating
fields below based on the Risk Matrix definitions within the System.

3.2.3 Risk Control Action

The Risk Control Action screen records the details of the Controls for each
Risk/Hazard.

One or more Controls may be added to each Risk/Hazard, and it is mandatory to add
a Control to a Risk/Hazard.

The Title of the Action screen displays in Risk / Hazard <Risk/Hazard Number> -
Control <Control Number> format. For example, the first Control for a Risk/Hazard
will be Control 1, the second Control for a Risk/Hazard is Action 2, etc.

The Control Classification button group allows the User to indicate if the Control for
the Risk/Hazard is currently implemented as a Current Control or will be
implemented as an Action as a Proposed Control. This button group is mandatory
and will contain the following options:
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e Current Control
e Proposed Control.

Current Control

Action Details

Control Classification: * ® Current Control © Proposed Control Display on Risk Register
Control Type * Administration, training and instruction v
Description of Action or Control: *

B | U = s = =2 9 = T_ Font- T

Display on Risk Register

The “Display on Risk Register” checkbox indicates that this Control for this
Risk/Hazard will be displayed on the Risk Register. When a new Control is created
this checkbox will default to being selected.

Control Type
The Control (Action) Type drop down list field records the type of Action to be
assigned or Control recorded. This field is mandatory and displays a list of all active
Action Types in alphabetical order for the Action Category of “Risk Assessment
Action”, which will initially be:

¢ Elimination

e Substitution

e |solation

e Engineering

e Administration, training and instruction

e Personal Protective Equipment.
Description Of Action
The Description of Action field records the details of the action required by the
Person Responsible. This field is mandatory and displays as the rich text editor.
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Proposed Control

Action Details

Control Classification: * © Current Control ® Proposed Control Display on Risk Register

Action Status: Pending Verification Status: Action yet to be completed

External Status:

Assigned By:

Control Type * v

Description of Action or Control: *

B / U i = = = = = 1_font- T
Description of Evidence Required: *
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Person Responsible: *

Target Completion Date: *

Priority: * v

Display on Risk Register

The “Display on Risk Register” checkbox indicates that this Control for this
Risk/Hazard will be displayed on the Risk Register. When a new Control is created
this checkbox will default to being selected.

Action Status
The Action Status field is a read only field that displays the current Status of the

Action. The Current Status of the Action is defined as:
If Completion Date is recorded then "Completed"

If Target Date is less than the Current System Date then "Overdue"
If Target Date is greater than or equal to the Current System Date then "Pending"

Verification Status
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The Verification Status field is a read only field that displays the current Status of the
Verification of the Action.

The Current Status of the Verification is defined as:

e [|f Verification of Action Required is not selected then “Verification not
required”

e |f Verification of Action Required is selected and Action Completion Date is
not recorded then “Action yet to be completed”

e If Verification of Action Required is selected and Verification Completion Date
is recorded then "Completed"

e If Verification of Action Required is selected and Verification Target Date is
less than the Current System Date then "Overdue"

e |f Verification of Action Required is selected and Verification Target Date is
greater than or equal to the Current System Date then "Pending"

The Verification Target Date is defined as the Action’s Actual Completion Date plus
the number of Target Days.

Action Assigned By
This field is hidden by default and is optional.

Control Type
The Control (Action) Type drop down list field records the type of Action to be
assigned or Control recorded. This field is mandatory and displays a list of all active
Action Types in alphabetical order for the Action Category of “Risk Assessment
Action”, which will initially be:

e Elimination

e Substitution

e |solation

e Engineering

e Administration, training and instruction

e Personal Protective Equipment.

Description Of Action
The Description of Action field records the details of the action required by the
Person Responsible. This field is mandatory and displays as the rich text editor.

Description Of Evidence Required

The “Description of Evidence Required” field records the instructions of the evidence
required that the Person Responsible for the Action must provide to satisfy the
completion of the Action. This text area field displays as the rich text editor and is
initially hidden. This field is displayed and mandatory when the “Evidence of
Completion not Required” checkbox is not selected.
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Person Responsible

The Person Responsible read only field allows the user to record the employee who
is responsible for the Action and is populated with the name of Employee selected
using the Search option in the format of <Given Name(s)> <Surname>.

This field is hidden by default and is displayed in the Control Classification is “Current
Control”.

Target Completion Date
The Target Completion Date field allows the user to enter the date when it is
estimated that the action is to be completed. The date entered in this field cannot

be a past date and is mandatory.

This field is hidden by default and is displayed in the Control Classification is “Current
Control”.

This field will default as follows, but may be updated by the user:

e Where the Initial Risk Rating is equal to “High” or “Extreme”, this field will
populate with the current system date plus one day (that is, if the current
system date is 01/01/2024, this field will populate with the date 02/01/2024);

e Where the Initial Risk Rating is equal to “Medium”, this field will populate with
the current system date plus 13 days (that is, if the current system date is
01/01/2024, this field will populate with the date 14/01/2024);

e Where the Initial Risk Rating is equal to “Low”", this field will populate with the
current system date plus 30 days (that is, if the current system date is
01/01/2024, this field will populate with the date 31/01/2024).

Priority

The Priority field records the priority or urgency of the Action. This field is mandatory
and displays a list of all active Action Priorities in alphabetical order, which are:
1-Very High

2 - High

3 - Moderate

4 - Low

5-Very Low.

P&C-WHS-GUI-890.1 SafetyNet User Guide — Risk Assessments Nov 2025 Page | 25

Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version



Completion Details

Actual Completion Date: £
Description of Action Completed:
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3

Evidence of Completion
Drag documents and/or photos from your computer and drop them here to upload them. & Upload

File Name Description Privileged and Confidential

There are currently no Documents uploaded.

Actual Completion Date

The Actual Completion Date field allows the user to enter the date or select from the
calendar control, when the action was actually completed. The value entered into
this field must be in a valid date format and cannot be a future date. This field is

optional.

When an Actual Completion Date is recorded and the Evidence of completion not
required checkbox is not selected, the User must upload a file to the Evidence table
in order to save the Action.

Description Of Action Completed

This free text field allows users to enter a description of the action completed. This
field is optional by default and is mandatory when the Actual Completion Date is
entered. This field displays as the rich text editor.

Upload

The Upload button allows the user to search and locate the file to be attached to the
Action. Upon selection of the Upload button, a Choose File to Upload dialog will be
presented to the user to search and select the file. Once a file has been selected the
file's name will be displayed in the File Name field in the Associated Documents
table.

Evidence Table
The Associated Documents table allows the user to add multiple documents to an
Action. It is mandatory that a description of the file be recorded for all Documents.
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Verification Details

Verification of Action Required

Target Days: * Verification Completion Date: s
Description of Verification Completed:
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Selecting the Verification of Action Required checkbox indicates that once this
Action has been completed the completion must be verified.

Verifier

The Verifier read only field allows the user to record the employee who is responsible
for the Verification of the Action and is populated with the name of Employee
selected using the Search option in the format of <Given Name(s)> <Surname>.

Target Days

The Target Days field records the number of days after the action was completed is
the verification due. This field is initially hidden and is displayed and mandatory
when the “Verification of Action require” checkbox is selected.

Verification Completion Date

The Verification Completion Date field allows the user to enter the date or select
from the calendar control, when the verification of the action was actually
completed. The value entered into this field must be in a valid date format and
cannot be a future date. This field is optional.

Description Of Verification Completed

This free text field allows users to enter a description of the verification steps. This
field is optional by default and is mandatory when the Verification Completion Date
is entered. This field displays as the rich text editor.

3.2.4 Linked Safe Work Procedures

The Linked Safe Work Procedures screen allows Users to Link Safe Work Procedures
that are related to the Risk Assessment. This screen is displayed in the Side Menu for
all Risk Assessments.
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Linked Safe Work Procedures

Press the Add New Safe Work Procedure button to link a Safe Work Procedure to this Risk Assessment. © Add New Safe Work Procedure

Event Number Titde Work Activity Category Status

There are currently no Linked Events.

Add New Safe Work Procedure

Selecting the Add new Linked Safe Work Procedure button allows the User to search
for a Safe Work Procedure to link to the Risk Assessment.

3.2.5 Risk Review and Comments

The Risk Review and Comments screen records the Risk Assessment's Completion,
Approval and Review process.

This screen is displayed in the Risk Assessment Menu with a titled of “Review and
Comments”.

Summary

The Summary section displays as follows and contains the following fields:

Summary

Risk Assessment Summary and Conclusion
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! Risk Assessment Completed Date Completed: =] Completed By:

Risk Assessment Summary and Conclusion
The Risk Assessment Summary and Conclusion text area field is optional and
displays as the rich text editor.

Risk Assessment Completed
Selecting the “Risk Assessment Completed” checkbox indicates that the Risk
Assessment Development Team has completed the Risk Assessment, recorded all
Risks/Hazards and Controls and the Risk Assessment is ready for Review and
Approval by the Responsible Managers.
Selecting this checkbox:

e Populates the Date Completed field with the current system date.
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e Populates the Completed By field with the details of the currently logged in
User.

If the Risk Assessment Completed checkbox is deselected, the Date Completed and
Completed By fields are cleared.

Date Completed
The Date Completed field is read only and records the date the Risk Assessment was
marked as Completed.

Completed By
The Completed By field is read only and records the name of the User who marked
the Risk Assessment as Completed in <First Name> <Surname> format.

Approval

Approval Comments:
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Risk Assessment Approved Date Approved: B Approved By

Approval Comments
The Approval Comments text area field is optional and displays as the rich text
editor.

Risk Assessment Approved

Selecting the “Risk Assessment Approved” checkbox indicates that the Approvers
have completed their review of the Risk Assessment, the Actions are ready to be
assigned and the Risk Assessment to be displayed on the Risk Register.

Selecting this checkbox:
e Populates the Date Approved field with the current system date.
e Populates the Approved By field with the details of the currently logged in
User.
If the Risk Assessment Approved checkbox is deselected, the Date Approved and
Approved By fields are cleared.
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The Risk Assessment Approved checkbox is read only by default. It is changed to
being optional and editable under the following conditions:

e The Risk Assessment Completed checkbox is selected; and
e The currently logged in User is One of the Responsible Managers
recorded for the Risk Assessment; or
e The currently logged in User has permission to select this checkbox by
having the “Risk Assessment > Approval and Review > Risk Assessment
Approved” security object applied to one of their currently assigned
Security Positions.

Date Approved
The Date Approved field is read only and records the date the Risk Assessment was
marked as Approved.

Approved By
The Approved By field is read only and records the name of the User who marked
the Risk Assessment as Approved in <First Name> <Surname> format.

Periodic Review

Risk Review Required? " ®Yes OMo . LastUpdated By

Review Interval * v | Date Updated =2

Risk Review Required

The Risk Review Required button group allows the User to define if the Risk is
subject to the periodic review. This button group displays “Yes” and “No"” options.
This button group is optional by default and is mandatory when the “Risk
Assessment Approved” checkbox is selected.

Selecting the “Yes” option enables the Review Interval drop down list.

Changing this value updates the “Last Updated By"” and “Date Updated” fields within
this section. This field will default to “Yes” but may be updated by the user.

Last Updated By

The Last Updated By field records the name of the User that last updated the Risk
Review Details section. This field is read only and displays the name of the User in
<Given Name(s)> <Family Name> format.

This field is updated to be the currently logged in User when either of the Risk
Review Required or Review Interval fields are changed.
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Review Interval
The Review Interval field records the duration of time until the next time the Risk is
due for periodic review.

Date Updated
The Date Updated field records the date that last the Risk Review Details section was
last updated. This field is read only.

This field is updated to be the current system date when either of the Risk Review
Required or Review Interval fields are changed.

Add New Review
Selecting the Add New Review button adds a new repeating section.

3.2.6. File Notes

The File Notes screen allows the User to record any associated notes for the Risk
Assessment.

The File Note screen is always displayed in the Side Menu for all Risk Assessment.

Press the Add File Note buttan to add a new File Note to this Risk Assessment @ Add File Note

Date Category - Subject Description Confidential

There are currently no File Notes

Add New File Note
Selecting the Add New File Note button displays the File Note dialog to allow the
User to add a new File Note to the record.

File Notes Dialog box

Category: * v [0 Privileged and Confidential
Subject: *
Description: *
B J U = = = = = = 1_Font- .
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Category

The Category drop down list field records the type of File Note. This field is
mandatory and displays a list of all active File Note categories relevant to this record
type.

Privileged And Confidential

Selecting the Privileged and Confidential checkbox indicates that this File Note is
confidential and subject to legal privilege. Selecting this checkbox is optional and
defaults to being not selected.

Subject
The Subject field records the heading or title of the File Note. This field is mandatory
and accepts a maximum of 200 characters.

Description
The Description text area field records the details of the File Note. This field is
mandatory and displays as the rich text editor.

3.2.7. Document Summary

The Document Summary screen displays a list of all files attached to all screens
within the record. The Document Summary screen is always displayed in the Side
Menu for all Risk Assessments.

Document Summary

File Name Description Privileged and Confidential

There are no documents

3.2.8 Risk Assessment Complete

Thank you for completing the Risk Assessment.
The details of the Risk Assessment have been saved in SafetyNet.

Risk Assessment Number: RSK2500000

4 Return to the Dashboard (# Edit Risk Assessment [ [ View Risk Assessment PDF ] @ Create New Risk Assessment
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Return to the dashboard
If the User selects this link, they will be taken to the Dashboard screen.

Edit Incident/Hazard
If the User selects this link, they will be taken back to the Risk Assessment to make
any relevant changes.

View Risk Assessment pdf
If the User selects this link, a new browser window will be opened displaying a PDF
report of the submitted Risk Assessment Report.

Create new Risk Assessment
If the user selects this link, they will be taken to a new Risk Assessment Details
screen for the entry of a new event report.

3.3 RISK ASSESSMENT TYPES

3.3.1 Field Activity

The Field Activity screen is displayed when the ‘Field Work’ button is selected as the
Risk Assessment Type.

Only one Field Activity may be recorded per Risk Assessment. If more than one Field
Activity is to be entered, separate Risk Assessments must be entered with one per
Field Activity.

When displayed, it is mandatory that this screen be completed in order to save the
Risk Assessment.

Fieldwork/Off-campus Activity Details

The Fieldwork/Off-Campus Activity Details section displays as follows and contains
the following fields:

P&C-WHS-GUI-890.1 SafetyNet User Guide — Risk Assessments Nov 2025 Page | 33

Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version



Fieldwork/Off-campus Activity Details

Activity Date *
&

Fieldwork Description *
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Activity Date
The Activity Date mandatory date field allows the user to record the date that the
field activity is occurring on. This date must be on or after the Date Entered. This field

supports future dates. This field is displayed in the DD/MM/YYYY format.

Fieldwork Description
The Fieldwork Description mandatory rich text field allows the user to provide a
description of the fieldwork activity.

Fieldwork Location

Fieldwork Location

Fieldwork Location Description *
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Fieldwork will occur at more than one location? *
O Yes O No

Work location/tasks require any permissions or permits? *
OYes ONo

Fieldwork Location Description

The Fieldwork Location Description mandatory rich text field allows the user to
provide a description of the fieldwork location.

Fieldwork Will Occur at More Than One Location?
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This mandatory set allows the user to advise if the fieldwork will occur at more than
one location. When “Yes” is selected, the ‘Provide details on the multiple locations'’
field is enabled, displayed and mandatory.

Provide Details on the Multiple Locations

This field is hidden and optional by default and is enabled and mandatory where
“Yes" is selected to ‘Fieldwork will occur at more than one location?’.

This rich text field allows the user to record the details of the multiple locations.

Work Location/Tasks Require any Permissions or Permits?

This mandatory set allows the user to advise if the location and/or task requires any
permissions or permits. When “Yes” is selected, the ‘Provide details of permits
required’ field is enabled, displayed and mandatory.

Provide Details of Permits Required
This field is hidden and optional by default and is enabled and mandatory where
“Yes" is selected to ‘Work location/tasks require any permissions or permits?’.

Potential hazards that might be encountered

The Potential Hazards that might be encountered field displays the selected
Potential Hazards for the location/s in a commma separated list and is read only.
Selecting at least one value is mandatory; however, multiple values may be selected.
Values are selected by selecting the Select button and ticking at least one
checkbox.

Potential Hazards that might be encountered

Potential Hazards (& Select
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Select (Potential Hazards)
Selecting the Select button displays a pop-up window that allows the User to select
one or more Potential Hazards.

Potential Hazards

[ Bites & stings (e.g. jellyfish, ticks, leeches, spiders,
bees)

[ Cold environment (e.g. frost bite, hypothermia)

[ Contact with violent person(s)

[J Contaminated soil/s and water

[ Extreme weather (e.g. storm, cyclones)

[ Fatigue (e.g. driving long hours or strenuous physical
work)

[ Heavy traffic area (vehicle or pedestrian) ] Hot environment (e.g. high UV, heat stress, dehydration)
[ Manual handling (e.g. lifting, pushing, pulling, digging, .
repetitive tasks) N

Bush fires

Concealed holes (e.g. wombat holes)
Contaminated land or water

Driving

Falls from heights (e.g. cliffs, platforms, ladders)

1 Heavy rainfall, flooding

Moving or falling objects

_ Potential contact with venomous or dangerous animal (e.g. snakes,
[J Noise (above 85 decibels) ) ) g (eg

dingoes, crocodiles)
[J River or lake crossing (e.g. strong currents, waves,
tides)

[J Sporting activities [J Unstable, uneven, soft or slippery surfaces

[ Sharp surfaces/objects (rocks, oysters)

[J Use, transport or storage of hazardous chemicals or

dangerous goods ) Work at night

[J Work in a remote area [J Work in or near water (e.g. boats, swimming)
) Work with electrical equipment ) Work with heavy equipment or machinery
[J Work with high voltage equipment ) Working alone

Fieldwork Requirements

The Fieldwork Requirements field displays the selected Fieldwork Requirements for
the location/s in a comma separated list and is read only. Selecting at least one value
is mandatory; however, multiple values may be selected. Values are selected by
selecting the Select button and ticking at least one checkbox.

Fieldwork Requirements

Fieldwork Requirements (& Select

Selecting the Select button displays a pop-up window that allows the User to select
one or more Fieldwork Requirements.
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Fieldwork Requirements

Accommodation arrangements have been determined

All equipment, vehicles and tools have been checked for safety compliance prior to commencing work

All participants and volunteers have received safety briefing / or information about hazards

All participants have completed the relevant fieldwork forms and notified their supervisor/fieldwork leader as required

All volunteers have completed Volunteer Acknowledgement form

Any required licences have been checked and are currently valid

Any specialised training for use of equipment or tasks has been undertaken and users deemed competent
Catering arrangements have been determined

Considerations for persons with disabilities have been determined

First aid and emergency equipment requirements have been determined

High Risk Fieldwork Emergency Action Plan has been completed for remote or high risk activities
Marine Emergency Action Plan has been completed for open water marine activities

Personal protective equipment requirements have been determined

Strategies to manage driving and/or work fatigue have been determined

Supervisory ratios have been determined

Transport arrangements have been determined

Vaccination requirements have been determined

For snorkeling and diving only
) Dive Proposals Completed

3.3.2 Manual Handling

Select Manual Handling Type

Please select at least one of the Manual Handing Checklists to complete:
[J Manual Handling Type A
Does the task involve repetitive or sustained postures, movements or forces?
[0 Manual Handling Type B
Does this task involve high force?
[J Manual Handling Type C

Are aspects of the work environment or the way work is organised increasing the risk?

The Manual Handling screens record the details of Manual Handling Risk
Assessments completed.

The Manual Handling screens consist of the following separate screens:
¢ Manual Handling — A “Does the task involve repetitive or sustained postures?”
¢ Manual Handling — B “Does this task involve high force?”
¢ Manual Handling — C “Are aspects of the work environment or the way work is
organised increasing the risk?”
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The user must first select one or more Manual Handling Types on the Manual
Handling screen to display the relevant checklists, which will help the user identify if
there is a risk/hazard.

Does a Manual Handling Hazard Exist?
This button group will contain the following options: “Yes” and “No". The selection of
one of these buttons is mandatory.

Select the “Yes” option and at least one “Risk/Hazard Details” screen must be
recorded for the Risk Assessment.

3.3.3 Office

The Office screen records the details of Office Workstation Risk Assessments
completed. The Ergonomic screen is displayed on the selection of the ‘Office’ button
from the Risk Type field on the Risk Details screen.

Only one Ergonomic Workstation Assessment may be recorded per Risk
Assessment. If more than one Ergonomic Workstation is to be assessed, separate
Risk Assessments must be entered with one per Workstation.

Does an Office Hazard Exist?
This button group will contain the following options: “Yes” and “No". The selection of
one of these buttons is mandatory.

Select the “Yes” option and at least one “Risk/Hazard Details” screen must be
recorded for the Risk Assessment.

3.3.4 Psychosocial

Psychosocial Activity Details

The Psychosocial screen is displayed when the ‘Psychosocial’ button is selected as
the Risk Assessment Type.

Only one Psychosocial activity may be recorded per Risk Assessment. If more than
one Psychosocial activity is to be entered, separate Risk Assessments must be
entered with one per activity.

When displayed, it is mandatory that this screen be completed in order to save the
Risk Assessment. The psychosocial screen will display as seen below and contain the
following sections and fields:
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Psychosocial Activity Details

Activity Date *
i

Psychosocial Description *
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Activity Date
The Activity Date mandatory date field allows the user to record the date that the
mental health activity is occurring.

Psychosocial Description
The Psychosocial Description mandatory rich text field allows the user to provide a
description of the Psychosocial activity.

Psychosocial Location

The Psychosocial Location section displays as follows and contains the following
fields:

Psychosocial Location

Psychosocial Description *
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Psychosocial Risk Assessment will occur at more than one location? *
O Yes ONo

Psychosocial location description
The Psychosocial Location Description mandatory rich text field allows the user to
provide a description of the Psychosocial activity location.

Psychosocial Risk Assessment will occur at more than one location?

This mandatory set allows the user to advise if the Psychosocial activity will occur at
more than one location. When “Yes” is selected, the ‘Provide details on the multiple
locations'’ field is enabled, displayed and mandatory.
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Provide details on the multiple locations

This field is hidden and optional by default and is enabled and mandatory where
“Yes" is selected to ‘Psychosocial Risk Assessment will occur at more than one
location?'. This rich text field allows the user to record the details of the multiple

locations.

Potential hazards that might occur

Potential Hazards that might be encountered

[J Change [ Relationships
[J Cantrol [J Role
[J Demands [ Support

The Potential Hazards that might be encountered checkbox list allows the user to
indicate if there are any potential hazards that may be encountered during the
Psychosocial activity. It is optional to select a value. Multiple values may be selected
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4. Risk Assessment Search

RISK ASSESSMENT SEARCH

The Risk Assessment Search screen is accessed by clicking on the Risks > Risk
Assessment Search menu item.

Risk Assessment Number: Risk Assessment Status: v
Risk Assessment Type: v| Work Task: v
Assessment Team: Responsible Manager:

Risk/Hazard Category: ~| Risk/Hazard Classification: v
Key Word(s): Location:

Date Entered From: s Date Entered To: ]

Next Review Date From: & Next Review Date To: s

Status Date From: £ Status Date To: iz

Responsible Business Unit

Risk Assessments @)

Criteria

The Criteria section contains the following fields:

Risk Assessment Number

The Risk Assessment Number criterion allows for the User to search for a Risk
Assessment by entering the Risk Assessment’'s number, in part or in full. This
criterion is optional and incorporates automatic like searching.

Risk Assessment Status

The Risk Assessment Status drop down list criterion allows for the User to search for
a Risk Assessment by specifying the Risk Assessment’s current Status. This criterion
is optional and displays a list of all active Risk Assessment Statuses in alphabetical
order.

Risk Assessment Type

The Risk Assessment Type drop down list criterion allows for the User to search for a
Risk Assessment by specifying the Risk Assessment's Type. This criterion is optional
and displays a list of all active Risk Assessment Types in alphabetical order.

Location
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The Location criterion allows the User to search for a Risk Assessment based on the
Location of the Risk Assessment. The text entered in the criterion will be compared
to the value for each Risk Assessment in the Location column in the Search Results.
This criterion will be optional and incorporate automatic searching.

Development Team

The Development Team criterion allows the User to search for a Risk Assessment
based on the entered text matching the name of at least one of the Employees
recorded as a member of the Development Team for the Risk Assessment. This
criterion is optional and matches the entered text based on the concatenation of the
Given Name(s) and Family Name. For example, a search for “John Smith” will display
“John Smith” but not “Jonathan Smith”.

Approver

The Approver criterion allows the User to search for a Risk Assessment based on the
entered text matching the name of at least one of the Employees recorded as a
Responsible Manager for the Risk Assessment. This criterion is optional and matches
the entered text based on the concatenation of the Given Name(s) and Family
Name. For example, a search for “John Smith” will display “John Smith"” but not
“Jonathan Smith".

Risk/Hazard Category

The Risk/Hazard Category drop down list criterion allows the User to search for a Risk
Assessment where at least one of the Risk Assessment’s Risks/Hazards has a
Risk/Hazard Category that matches the value selected. This criterion is optional and
displays a list of all active Risk/Hazard Categories. Selecting a value in the
Risk/Hazard Category drop down list populates the relevant Risk/Hazard
Classifications.

Risk/Hazard Classification

The Risk/Hazard Classification drop down list criterion allows the User to search for a
Risk Assessment where at least one of the Risk Assessment'’s Risks/Hazards has a
Risk/Hazard Classification that matches the value selected.

Date Entered From

The Date Entered From date criterion allows for the User to search for a Risk
Assessment where the Risk Assessment’s Date Entered is greater than or equal to
the value specified. That is, all Risk Assessments where the Date Entered is greater
than or equal to the specified date. This criterion is optional and accepts any dates.

The Date Entered From specified must be less than or equal to the Date Entered To
specified.

Date Entered To
The Date Entered To date criterion allows for the User to search for a Risk
Assessment where the Risk Assessment’s Date Entered is less than or equal to the
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value specified. That is, all Risk Assessments where the Date Entered is less than or
equal to the specified date. This criterion is optional and accepts any dates.

The Date Entered To specified must be greater than or equal to the Date Entered
From specified.

Status Date From

The Status Date From date criterion allows the User to search for a Risk Assessment
where the Risk Assessment’s current Status Date is greater than or equal to the
value specified. This criterion is optional and accepts any dates

The Status Date From specified must be less than or equal to the Status Date To
specified.

Status Date To

The Status Date To date criterion allows the User to search for a Risk Assessment
where the Risk Assessment’'s current Status Date is less than or equal to the value
specified. This criterion is optional and accepts any dates.

The Status Date To specified must be greater than or equal to the Status Date From
specified.

Next Review Date From

The Next Review Date From date criterion allows the User to search for a Risk
Assessment where the Risk Assessment’s Next Review Date is greater than or equal
to the value specified. That is, all Risk Assessments where the Next Review Date is
greater than or equal to the specified date. This criterion is optional and accepts any
dates.

The Next Review Date From specified must be less than or equal to the Next Review
Date To specified.

Next Review Date To

The Next Review Date To date criterion allows the User to search for a Risk
Assessment where the Risk Assessment’s Next Review Date is less than or equal to
the value specified. That is, all Risk Assessments where the Next Review Date is less
than or equal to the specified date. This criterion is optional and accepts any dates.

The Next Review Date To specified must be greater than or equal to the Next Review
Date From specified.

Responsible Business Unit

The Responsible Business Unit section is initially collapsed and allows you to search
for Risk Assessments based on an area. Selecting the section heading displays the
fields within the section.
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Faculty/Portfolio, Division & School/Unit

These fields are searchable using drop down lists from the UOW People & Culture
data file.

Total Risk Assessments

The Total Risk Assessment field displays a count of the total number of rows in the
table, including all Pages if the table is paginated.

Search results

The Risk Assessments Search Results table displays a list of all Risk Assessments that
match the Search criteria. This table will be paginated to display 50 records per page
and will display a maximum of 10 Pages (500 rows). The default sort order of this
table will be by the Risk Assessments in ascending order. Selecting a column
heading will change the sort order of the table.
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5. Risk Register

RISK REGISTER

The Risk Register displays a summary of all active Risks/Hazards recorded in the
System across the entire Organisation. The Risk Register screen is accessed by
clicking on the Risks > Risk Register menu item.

A Risk/Hazard is displayed in the Search Results on this screen if:
e The Risk/Hazard's Risk Assessment has a current Status of “Approved”; and
e The Risk/Hazard's “Display on Risk Register” checkbox is selected; and
e The Risk/Hazard has at least one Control with the “Display on Risk Register”
checkbox is selected; and
e The User has permission to view the Risk/Hazard's Risk Assessment as per the
System's security definitions within this Specification.

Selecting the Controls hyperlink displays Controls Pop Up Window for that
Risk/Hazard. The Risk Register screen will be displayed as follows and contain the
following fields:

Category: Classification:

v v

Lacation: Residual Risk Rating:

Work Task:

Q Search | [E)Export A Clear

Responsible Business Unit

||

Risk Register
Criteria

The Criteria section contains the following fields:

Risk/Hazard Category

The Risk/Hazard Category multi-select drop down list criterion allows the User to
search for a Risk Assessment where at least one of the Risk Assessment’s
Risks/Hazards has a Risk/Hazard Category that matches the value selected.

Risk/Hazard Classification
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The Risk/Hazard Classification multi-select drop down list criterion allows the User to
search for a Risk Assessment where at least one of the Risk Assessment’s
Risks/Hazards has a Risk/Hazard Classification that matches the value selected.

Location

The Location criterion allows the User to search for a Risk/Hazard based on the
Location of the Risk Assessment. The text entered in the criterion will be compared
to the value for each Risk Assessment in the Location column in the Search Results.

Residual Risk Rating
The Residual Risk Rating criterion allows the User to search for a Risk/Hazard based
on the Residual Risk Rating of the Risk/Hazard matches the value selected.

Risk Assessment Type
The Risk Assessment Type multi-select drop down list criterion allows for the User to
search for a Risk Assessment by specifying the Risk Assessment’s Type.

Responsible Business Unit

The Responsible Business Unit section is initially collapsed and allows you to search
for Risk Assessments based on an area. Selecting the section heading displays the
fields within the section.

Faculty/Portfolio, Division & School/Unit
These fields are searchable using drop down lists from the UOW People & Culture
data file.

Total Risk Assessments

The Total Risks field displays a count of the total number of rows in the table,
including all Pages if the table is paginated.

Search results

The Risk Assessments Search Results table displays a list of all Risk Assessments that
match the Search criteria. This table will be paginated to display 50 records per page
and will display a maximum of 10 Pages (500 rows). The default sort order of this
table will be by the Risk Assessments in ascending order. Selecting a column
heading will change the sort order of the table.
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6. Version Control Table

Version Control Date Released Approved By Amendment
1 Nov 2025 Senior Manager Document
WHS Created
2
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