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	RMSS  Risk Assessment – The Complete Chronological Process



	Logging In

· Use your web browser to navigate to:
http://adelaideuni.theriskmanager.com.au/theriskmanager/
· If you would like to practice using RMSS without having the data you enter being saved live, go to the test server at:
http://adelaideuni.theriskmanager.com.au/test/
· To log in, use your University of Adelaide Username (your staff ID number, preceded by a small “a”, thus:  a1234567)

· Use the Password that was issued to you after you attended RMSS training, sent to you via email. If you have previously logged in to RMSS and changed your password, use the new password that you assigned to RMSS.

· Click the “Login” button.

· RMSS will load and display Your Personal Dashboard page.

Getting Started – Adding A New Item Or Activity To Risk Assess 

· Use the menu to navigate to “The Risk Manager / Identify” screen, or click the round “Identify” button at the top of the screen. This will take you to the Hazard Identification page.

· Click “Add New Item” button.
· Before filling out the drop down menus: If the Risk Assessment is for a new item (ie. new Plant, Task, Chemical, etc.), then click [image: image1.png]


 next to “Item / Activity”. 
· Add the item (ie. Drill Press, Avery Compression Test, CPT, etc.) in the “Data in filter” box.

· Click “Add” button.

· Click “Close” button. This returns you to the “Risk Manager / Identify / Add New Item” page.

· Use the drop down menus to select appropriate Entity, Faculty/Division, School/Branch, Discipline/Unit, Campus, Building, Room and Room Type.

· Lastly, select the “Item / Activity”. The new item you added above will be part of this drop down list.

· Select Assessment Type and Assessment Checklist from the last drop down menus.

· When completed, click “OK”. If you added a new Item or Activity to be risk assessed it will now be saved to the RMSS database.

· After clicking “OK” you will be taken to the “Identify Hazards” screen.

· You will see that the Item or Activity you are risk assessing has been allocated an Assessment Record Number, displayed at the top left of the screen, thus:
     Assessment Record Number : 45

· Check your screen to ensure that the fields displayed match the details you have just entered.

Identify – To Identify Hazards Associated With A Task, Chemical, Plant/Equipment, etc.

· Click on the “Identify Hazards” button near the top right of the screen (under the round “Monitor” icon) to record the hazards associated with the Item or Activity you are risk assessing.

· Select the appropriate Hazards by clicking the radio buttons to the left of screen. When clicked these will expand a series of text boxes for entering Hazard and Control Measure details. Record in detail how the identified hazard could cause an incident, the control measures that are currently in place to minimise risk, and Risk Assessment Keywords (if desired).

· When all appropriate fields have been completed, click the “OK” button at the bottom right of screen.

· After clicking “OK” you will return to the “Identify Hazards” screen.

· Save your work by selecting the “save” button on the top right of the screen.

· Enter the details of the risk assessment the following details must be recorded in the notes section:

· Author : You name or the names of all in the assessing group
· Environment of assessment: eg 1. Plant was assessed within a normal technical workshop environment or 2. This plant was assessed in farm shed environment, etc.
· What was assessed: this assessment is only for the piece of plant listed and not the materials or task associated with using this plant (materials or tasks may introduce extra hazards and must be assessed separately) OR this assessment if for the complete task including all chemicals and plant associated with the task listed.
Assess – To Obtain a Risk Assessment Score

· Scroll to the bottom of the page to view the list of Hazards you have identified for this Item of Activity. You must now Risk Assess each Hazard individually, using the Likelihood and Consequence drop down menus next to each identified Hazard.
· Select the individual Hazards by clicking the buttons next to the hazard to the bottom left of screen. Select the appropriate Likelihood and Consequence rating for each Hazard. RMSS will automatically calculate the Residual Risk and display this at the right of the screen for each Hazard. ie. Low (2).

· To further adjust the Risk Ratings or find detailed information on the individual Risk Ratings, click the radio button next to the Hazard and then click the “Open Assessment Calculator” button. The resulting screen is largely intuitive, and allows you to hover your mouse pointer over the Likelihood and Consequence ratings (over the actual words) for further information.
· Use the slider bars to select the appropriate rating for the Hazard.
NOTE: Remember that this is for the Residual Risk with the Control Measures in place.

· When you have adjusted the Likelihood and Consequence sliders, click the “Calculate Risk Score” button at the bottom of the screen. This will update the Residual Risk Score.
· Click “OK” button at bottom of page when completed. This returns you to the “Identify Hazards” screen.

Control – Assign a Corrective Action to Implement Control Measures

If a Corrective Action is required to implement a Control Measure to control the Risk for an identified Hazard (ie. installation of improved guarding, purchase of PPE, training needs, etc.):

· Use the menu to navigate to “The Risk Manager / Control” screen, or click the round “Control” button at the top of the screen. This will take you to the Control page, where you can assign an Action to a person to implement the appropriate Control Measure.

· Fill in the “Control Statement”, “Action”, “Control Type”, “Due Date”, etc. fields.

· If you have selected a lower control type the system will ask you to justify why you have not selected a higher control.

· Use the slider bars to obtain a Justification Score (percentage reduction in risk once the control measure has been implemented) for the implementation of the proposed Control Measure. The Justification Score is based on the reduction of risk vs cost of implementing the particular Control Measure.

· Select a “Responsible Person” from the drop down menu and assign the Action to them.

· Click the “Save” button to assign the Action to the Responsible Person.

· Use the “First”, “Previous”, Next” and “Last” buttons at the top of the screen to navigate to the next identified Hazard that requires a Corrective Action.

Monitor – To Print the Risk Assessment

Use the menu to navigate to “The Risk Manager / Monitor” screen, or click the round “Monitor” button at the top of the screen. This will take you to the Monitor page, where you can:

· Print an Existing Risk Assessment
· If the “Item/Activity” is not currently displayed in the fields on this page, click the “Clear Filters” button at the bottom of the screen.

· Use the “Item/Activity” drop down menu to search for the desired Risk Assessment.
· Click the desired Risk Assessment item or activity from the list. The fields on the “Monitor” page will automatically be populated with the details of that Risk Assessment, and the Assessment Record Number will be displayed at the top of the page.
· Under the “Report” heading at the right of the screen, click the “Risk Register” button.

· A “Risk Register” report for this Risk Assessment will be generated and displayed in a new browser tab/window. This can be printed directly, or saved as a PDF, Excel, Rich Text Format, MHT, Text, or image file for later reference (these functions are at the top of the screen). The best method is to save the generated report as a PDF file, and then print the PDF. This results in the original layout of the Report being accurately retained (ie. it looks good and is easy to read).

· Close this browser tab when finished to return to The Risk Manager.

· Print a Blank Risk Assessment
· Use the menu to navigate to “The Risk Manager / Monitor” screen, or click the round “Monitor” button at the top of the screen.

· Click the “Clear Filters” button at the bottom of the screen.

· Click the “Print Assessment Checklists” button (top right of screen).

· Select the appropriate Risk Assessment Checklist
        Master Category: Chemical or OHS
        Assessment Type: Chemical / Events / Plant & Equipment / Tasks / Travel
        Assessment Checklist: Chemical / Events / Plant & Equipment / Tasks / Travel (automatic selection)

· Once the desired Risk Assessment Checklist has been chosen, click either the “Print Assessment Checklists With Matrix” (matrix only) or  “Print Assessment Checklists With Definition”  (written definitions of the elements of the risk assessment) button.
· A checklist will be generated and displayed in a browser new tab. This can be printed directly, or saved as a PDF, Excel, Rich Text Format, MHT, Text, or image file for later reference. The best method is to save the generated report as a PDF file, and then print the PDF. This results in the original layout of the Report being accurately retained (ie. it looks good and is easy to read).

· Close this browser tab when finished to return to The Risk Manager.

· Click the round “Monitor” button at the top of the screen to return to the Monitor screen.


	To Edit An Existing Risk Assessment

	Logging In

· Log in to RMSS as previously explained.

Identify – Edit Existing Hazards

· Use the menu to navigate to “The Risk Manager / Identify” screen, or click the round “Identify” button at the top of the screen. This will take you to the Hazard Identification page.

· Use the “Item/Activity” drop down menu to search for the desired Risk Assessment.

· Click the desired Risk Assessment item or activity from the list. The fields on the “Identify Hazards” page will automatically be populated with the details of that Risk Assessment, and the Assessment Record Number will be displayed at the top of the page.

· Select the individual Hazards by clicking the radio buttons to the bottom left of screen. The details of the Hazard will be displayed in the “Selected Hazard” dialogue boxes at the top right of screen.

· The text in these boxes can be edited directly to change details of how the hazard could cause an incident, the control measures currently in place, and Risk Assessment Keywords (if desired). Changes to these boxes are saved automatically when you click away from the box (ie. select the radio button for the next Hazard) .
· Save your work by selecting the “save” button on the top right of the screen (very important).

· Repeat this process for each Hazard as required.

Identify – Add A New Hazard

· Use the menu to navigate to “The Risk Manager / Identify” screen, or click the round “Identify” button at the top of the screen. This will take you to the Hazard Identification page.

· Use the “Item/Activity” drop down menu to search for the desired Risk Assessment.

· Click the desired Risk Assessment item or activity from the list. The fields on the “Identify Hazards” page will automatically be populated with the details of that Risk Assessment, and the Assessment Record Number will be displayed at the top of the page.

· Click on the “Identify Hazards” button at the top right of the screen to record the newly identified hazards associated with the Item or Activity you are risk assessing.
NOTE: Previously identified hazards will not be displayed on this screen, ie. the screen will appear with all blank text boxes for entering Hazard and Control Measure details. Only use this screen to add new hazards not previously included in the Risk Assessment. Any existing identified hazards should be edited as outlined above (see “Identify – Edit Existing Hazards”). However, there is no danger of accidentally overwriting a previously identified hazard. If the same Hazard is added again from the “Identify Hazards” screen it will appear listed twice in the Hazard list.

· Select the appropriate Hazards by clicking the radio buttons to the left of screen. When clicked these will expand a series of text boxes for entering Hazard and Control Measure details. Record in detail how the identified hazard could cause an incident, the control measures that are currently in place to minimise risk, and Risk Assessment Keywords (if desired).

· When all appropriate fields have been completed, click the “OK” button at the bottom right of screen.

· After clicking “OK” you will return to the “Identify Hazards” screen. The newly identified Hazards will be added to the list of existing Hazards previously identified.

· Proceed through the Assess, Control and Monitor process as previously outlined (see pages 1 & 2).



	Review of Risk Assessment



	Approval
1. All risk assessments must be reviewed by a subject matter expert, if this is not you then you must get a competent person to review your risk assessment)

2. If the residual risk comes out as High it must be approved by the Head of School/Branch
3. If the residual risk is Very High this must be approved by the VC (via Dean/DVCA/DVCR).
Subject Matter Expert:
· If you are the expert (or competent person) for the task, plant or chemical then you are the subject matter expert.

· If you are not the subject matter expert then a SME must review your work, assign an action to the subject matter expert, or your supervisor to review the risk assessment.
· Select notes and comments (on the identify screen of the risk assessment), select edit notes and enter details that the name of the supervisor (subject matter expert) , that it has been approved  and the date of approval.

Subject matter expert : Name XX
I have reviewed and approve this risk assessment

  Date:  XXX
Generic Risk Assessments

HSW will review risk assessments periodically to assess whether they can be shared across the organisation and post a list of these on the HSW website http://www.adelaide.edu.au/hr/ohs/ 

To determine if this review has occurred the following will be in the notes section of the risk  assessment
Residual risk is low, reassessment date allocated, Checked, completed Jane Knipe (or another HSW team member) 20/2/09

This assessment is suitable to be copied
Using another areas Risk Assessment

1. Contact HSW team to request a risk assessment

2. review the notes section for the conditions that the assessment has been written (do they match yours, if not then you must adapt the assessment to your conditions

3. review the controls, you are expected to duplicate these controls, if you are going to do something different then you must adapt the risk assessment controls and (if applicable the risk assessment scores).

4. Assign actions (for controls) and action for reassessment in 5 years time.

5. Approval is required by a subject matter expert.
6. record all in the notes section (reviewed by, approved by, any new assessment conditions, any other details)

Using the PDA for Risk Assessments
Before you start make sure the item or activity is in the RMSS system (see above)

1. Select the Risk Manager icon on the PDA
2. Select the online mode (not the audit mode)

3. Synchronise the PDA by  selecting “select download now” button

4. Select New Assessment on the first page

5. Fill in the filters  (down to item/activity)
6. Fill in the assessment type and category

7. select identify

8. select the risk, enter in the details, risk assess, add in any actions, accept

9. repeat until all hazards have been identify and assessed

10. upload the data to the computer to complete the risk assessment (controls, action items, reassessment dates etc)


	Map of the business process for risk assessments

	Risk assessment to be conducted by the person doing the task or owns the plant

(
Person entering in the Risk assessment must enter any actions needed for controlling the risk and an action of for reassessment (5 years)

(
If you are not the subject matter expert then the risks assessment must be checked by a subject matter expert (which maybe your supervisor) (assign an action for this person to authorise the risk assessment)

(
If your residual risk (ie the risk score after you have put all the controls in place) is high to very high these must be approved by the University.

(
Residual Risk High

Supervisor checks send all documents to Head School/Branch for approval

(
All documents are attached to the risk assessment electronically (by the author)

(
Add in an Action for a yearly review by the author and the Head of School/Branch

Residual Risk Very High
Head of School/Branch sends all documents to HSW manger for review 

(
Dean and VC for approval

(
All documents are attached to the risk assessment electronically (by the author)

(
Action for a yearly review by the author and the Head of School/Branch
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