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The Hazard and Risk Register is the key document for identifying foreseeable risks and hazards in the workplace, and how to manage them.  

a. Staff are responsible for notifying the CEO of any new or potential hazards and risks that are not already included in the Hazard and Risk Register.
b. Any new hazards identified will be incorporated into the Hazard and Risk Register and all workers informed.
c. Any new equipment and/or tasks will be assessed before use, and safety controls/practices are established.
d. It is the intention of NSNZ to systematically identify and control all hazards in the workplace.  Where there are significant hazards NSNZ will take all practicable steps to:
· Eliminate the hazard OR Isolate the hazard OR Minimise the hazard
	
Assessing the level of risk

Hazards and risks will be rated based on an assessment of their severity (consequence and likelihood of illness or injury) as follows:

	Consequence
	Description
	Likelihood
	Description

	Insignificant
	Nothing required
	Rare
	Only occurs in exceptional circumstances

	Minor
	Minor injury requiring first aid (i.e. small cut or twisted ankle)
	Unlikely
	Does not happen often

	Moderate
	Injury requiring medical treatment (i.e. sprained muscle)
	Possible
	May occur, but not often

	Major
	Serious injury (specialist medical or hospital treatment, e.g broken bone.)
	Likely
	Occurs occasionally

	Critical
	Loss of life, permanent disability
	Almost certain
	A regular occurrence 



Risk rating:  Risks will be rated Low, Medium, High or Extreme by rating on the table below.

	
Likelihood
	Consequence

	
	Insignificant
	Minor
	Moderate
	Major
	Critical

	Almost certain
	Medium
	Medium
	High
	Extreme
	Extreme

	Likely
	Low
	Medium
	High
	High
	Extreme

	Possible
	Low
	Medium
	High
	High
	High

	Unlikely
	Low
	Low
	Medium
	Medium
	High

	Rare
	Low
	Low
	Low
	Medium
	High


[bookmark: _GoBack]
Risk management:  Controls should be managed in accordance to their risk rating

	Assessed Risk Level
	Risk Level
	Actions

	Low
	If incident occurs, little likelihood of injury
	Undertake with existing mitigations

	Medium
	If incident occurs, some chance of injury requiring first aid
	Additional rules or considerations may be needed

	High
	If incident occurs likely that injury would require medical treatment
	Controls will need to be in place before undertaken

	Extreme
	If incident were to occur, it would be likely that death or permanent injury would result.
	Consider alternatives to the activity or additional significant safety measures required.



Hazard and Risk Register


	Date of Assessment
	Location
	Hazard
	Risk Rating
	Isolate, Eliminate, Minimise
	Control

	Wellbeing
	
	
	
	
	

	5 November 2019
	PNHQ
	Workloads cause burn out or stress
	High
	Minimise
	a. Work programmes will consider the impact on staff workloads before they are set.
b. Staff will inform the CEO (or Board Chair in the case of the CEO) if they are concerned about their workloads.
c. CEO and staff member will determine how best to manage the workload.


	
	PNHQ
	Verbal abuse via 0800 number, social media or website.
	Medium
	Minimise
	a.  Staff have strategies for dealing with abusive phone calls or messages.
b. Staff de-brief with colleagues after an incident to ensure they are coping and to identify if any further actions, including informing Police, are required.

	Equipment
	
	
	
	
	

	5 November 2019
	PNHQ
	Cords and Tripping
	Medium
	Minimise
	a. Where possible ensure cords from laptops and equipment are placed away from foot traffic.
b. Tape down cords that are in areas where people may be walking.
c. Warn people that there is a tripping hazard.

	
	PNHQ
	Overloaded power boards
	Low
	Eliminate
	a. Ensure double plugs are not used in power boards.

	
	PNHQ
	Damaged or old equipment
	Low
	Eliminate
	a. Discontinue using, replace or repair faulty equipment as soon as it is noticed.
b. Carry out an annual inspection the NSNZ workspace.

	
	PNHQ
	Repetitive strain injury
	Medium
	Minimise
	a. Ensure workstations are configured to staff’s needs.
b. Encourage staff to take regular breaks.

	PNHQ Workplace
	
	
	
	
	

	
	PNHQ
	Burns from hot water tap in kitchen
	Medium
	Minimise
	a. Make workers aware that the hot water taps in the kitchen can splash.

	
	
	Unsecured items that may fall in an earthquake
	Low/Medium
	Minimise
	a. Ensure that heavy objects that may fall are either secured or placed away from areas where people are working.

	
	
	Lack of storage - tripping
	Medium
	Minimise
	a. Reduce the amount of items stored in the office by regularly clearing out unnecessary items.
b. Store as many documents as possible online.

	
	
	Stacks storage area – lifting heavy objects
	Medium
	Minimise
	a. Store heavy objects on mid-level shelves.
b. Ensure staff are informed about correct lifting techniques.

	
	
	Open space office – noise and stress
	Medium
	Minimise
	a. Staff have the option of working from home if necessary.

	
	
	Open space office – illness spreading
	Medium
	Minimise
	a. Staff are encouraged to stay home when they are unwell.

	Working Off-site
	
	
	
	
	

	
	
	Staff should complete a RAM form if they are running events or activities off-site.
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