
To make your Risk Assessments easy to find:  
 
On the first screen of the Risk Assessment there is a box “Effect”. You get to choose between 
“Organisation Wide” and “Specific Locations”. Choose Specific Locations – this will then add 
additional fields to the form for entering your ‘Location’ and ‘Business Unit’. 
 

1) Under Business Unit, drill down to “Chemical Engineering”, then press Select. 
 

 
 
 
This means you can filter the list of risk assessments to only show risk assessments from Chemical 
Engineering. You will see all non-confidential RAs for Chemical Engineering, and any Restricted Risk 
Assessments that you own or have been invited to view. 
 
 

2) also, enter your location, for example: 
 

 
 
This means you can filter for “all the Risk Assessments for this lab”: you will see all non-confidential RAs for 
the lab, and any Restricted Risk Assessments for that lab that you wrote, are the supervisor for, or have 
been invited to view. 
 
 

  
 



To make your Risk Assessments confidential:  
 
Select Yes’ under “Restricted Risk Assessment” and give a reason (e.g. Commercial in Confidence”) 
 

  
 
 

Using Peer Review:  

 

If you have filled in names in the “Assessment Team” box when doing your Risk Assessment, those 

people don’t automatically have access to view your RA while you are working on it.  

 

To give people access and invite them to comment, you need to use the “Peer Review” function. 

 

To invite people to Peer Review, first complete your risk assessment as far as you can. 

 

 

DON’T hit submit (the green tick). This will send it to your supervisor to sign off. 



DO save the RA (save icon).

 

 

Then exit back to the main SARAH Risk Assessment page. You will now have a tab “My Draft Risks”. 

Your RA is saved here. 

 

 

The ‘glasses’ icon lets you invite people to comment on your risk assessment. You can invite other 

people who are experienced in the work, and also if you want, your supervisor, so they can 

comment before the Risk Assessment is submitted.  



 

 

The people you invite to comment will get an email telling them they have been invited to Peer 

Review. 

When they view the draft Risk Assessment, if it is a confidential RA, it will have orange banding that 

draws attention to the fact that is a Restricted RA (the usual view is green). 

 

 

 

 

 

 



You WON’T get notification that they have commented.  You can either talk to/email them to find 

out when they have done it, or check in SARAH using the “Review History” icon.  

 

 

When you click “Review History”, you will get a popup window with any review comments. 

 

 

 

When you have acted on any changes/suggestions and your reviewers are happy with the RA, you 

can then submit it to your supervisor for approval. 

 

 

 

 



If you have not received comments from all your peer reviewers, you will get a popup 

 

but it is possible to submit without comments from all Peer Reviewers. 

 

Once your RA has been approved, it will be viewable to everybody at Monash in the Risk Register 

(unless it is a Restricted Risk Assessment). 

 

Sharing a Restricted Risk Assessment: 

Once a Restricted Risk Assessment has been approved, it will be visible in the Risk Register to 

- the person who wrote it (the Risk Owner) 

- the supervisor who authorised it (the Risk Approver) 

- anybody who was invited to Peer Review 

If other people need to be able to see it, the Risk Owner and the Risk Approver (but not the Peer 

Reviewers or other people who have been invited) can add them by opening the RA and then using 

the “Invite” button.  

 

 

 

 

 

 

 

 



Instructions for Peer Reviewers: 

You will receive an email from SARAH telling you that you have been invited to peer review. 

You can find the Risk Assessment to be reviewed in your ‘My Peer Reviews” tab

 

When you open up the Risk Assessment using ‘View Risk’   you will see an extra icon ‘Review 

Notes’  

 

Look through the risk assessment, then make your comments using Review Notes. 

 

 

 

When you’re finished, click “Submit”. 

The person the risk assessment belongs to won’t get a notification that you have made comments, 

so it would be good if you could tell/email them that you have finished your comments. 

 

 



Instructions for Supervisors: 

You will receive an email from SARAH telling you that you have a Risk Assessment to approve.  

When you go into SARAH, you will see a link “You have <x> WHS Risks to Approve” in the 

Notification Centre on the main SARAH entry page. This link will take you to the Risk Assessment.  

 

You can also find the Risk Assessments to be reviewed in your ‘Awaiting My Approval’ tab in the 

WHS Risk Register. 

 

If the RA is a Restricted RA, the banding will be orange instead of green to draw your attention 

  



For each RA awaiting approval, you will have three options, View Risk, Approve Risk, Reject Risk. 

 

 

Use the ‘View Risk’ button to view the Risk Assessment. Once you have viewed it, you can then                                                   

- ‘Approve Risk’ to authorise the Risk Assessment, or 

  

- ‘Reject Risk’ to return the Risk Assessment for changes. If you choose ‘Reject Risk’, you will 

be given a text box to give your reasons for the rejection, and to suggest improvements. If 

you look at the Risk Assessment and it is a mistake – it has come from a student or staff 

member who you don’t supervise – you can reject it with the comment that the owner 

should re-send it to the appropriate person.  

 

This process is demonstrated in video 4 of the SARAH RA training videos (starting at about 1:10).  

https://www.monash.edu/ohs/report-incident-hazard/tutorial-risk-manage 

https://www.monash.edu/ohs/report-incident-hazard/tutorial-risk-manage

