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.

Find Business Unit X

— Enter the business unit name or select the business from the dropdownitext box:
M | MONASH UNIVERSITY v
o | Office of the VC & President Bl
ISE’I—EHI | Office of the Provost & Senior VP |v|
| Dean Faculty of Engineering |v|

| Chemical Engineering |v|

Current Result

MONASH UNIVERSITY -= Office of the VC & President -= Office of the Provost & Senior VP =
Dean Faculty of Engineering -> Chemical Engineering

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:

Find Location x

Enter the location name or selact the location from the dropdownitext box:

M | Clayton |v|

| CL-17-Alliance Ln-Engineering 37-(37) v
Select | CL-17-Alliance Ln-Engineering 37-(37)-Ground Level B
| CL-17-Alliance Ln-Engineering 37-(37)-Ground Level-G11 v

Current Result

Clayton -> CL-17-Alliance Ln-Engineering 37-{37) - CL-17-Alliance Ln-Engineering 37-(37}-Ground
Level -= CL-17-Alliance Ln-Engineering 37-(37)-Ground Level-G11

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”)

Restricted Risk Assessment?

h No '® Yes

Reason

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.

B mymonash X / & H8IOnline Reporting - © X\ M Inbox (121) - margarets= X ( FI] Monash University - Cale % \\_ - g@__@

< C Y | & Secure | httpsy//riskcloud.net/prod/Logging/OhsRiskAssessment aspx?rtn=https%3 A%2F%2Friskcloud.net%2Fprod%2FManagement%2FOHSRiskRegister.aspx

S.A.R.A.H.

MONASH UleGrSlty Safety and Risk Analysis Hub
{5y Home. [ My Tasks (1) i Analysis 1 Fecoback ] Locout

E B @ & B o & Risk Assessment
Bock  New  Provious  Next  Swe  Submit Help

Step 1

Risk Factor and Risk Descrption &

Step 4 Step 5

Propossd Controllz) "ihe is rezponsisie?

ontros) O

Saizct the parzon and dus data?

Rad v

 nigh l2vel bata or gamma waste during enacking

% Complete o v

+| 2| X| 8 ||V

e
FAQ o

e

»Can | enter a curent =
fisk assessment (paper | # X2
version) that has
adeguate controls into
the system?

= Click here to view the
Monash University Risk
Management Program

» Click here to view the
Risk Management

irD ram

Handlin

= Click here to view the
Risk Management

Program - Chemical

— Select Hierarchy of Control— ¥
foisatopes sssaping from badly packaged

E Matrix

Copyright Disclaimer Privacy Contact Us About Us

T Risk-assessment-i.pdf A T 300042088-2017-..pdf A B Feducrs PR C..pdf A T Fedu aiees pr.C.pdf A Showall | X

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



DO save the RA (save icon).
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Then exit back to the main SARAH Risk Assessment page. You will now have a tab “My Draft Risks”.
Your RA is saved here.
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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.
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Assign Peer Reviewers to Risk Assessment
Choose the subject matter expert you would like to review this Risk Assessment.

First Name: chris

Last Name: '
| Search

Search result : 1 Assigned : 1
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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).
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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.

{3y Home [‘?My Tasks (1) &Anal_ysis % Feedback sLoguul

[ @ s B o= e 0 WHS Risk Register
Back Refresh Delegation Print Export Help
Risk Register ][ Awaiting My Approval | My Draft Risks | My Peer Reviews |

Risk

CL-23- @llil&a]

Innovation
Waste check of Margaret BFD WIk-STRIP3
Draft radioactive laboratory Rendell Business - Biomedical
waste Support Sciences-
(77)-Ground
Level-G46

Not
Rated

E
X

When you click “Review History”, you will get a popup window with any review comments.
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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.
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If you have not received comments from all your peer reviewers, you will get a popup
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This risk has an outstanding peer review by Robert Paige Rendell. Do

you want to continue?
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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.
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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
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When you open up the Risk Assessment using ‘View Risk’ you will see an extra icon ‘Review

B

Notes’ _Review Notes

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

Peer Review Notes b4
a
o <2
Submit Help

3 Please leave your comments after reviewing this Risk Assessment

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.
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You have 2 WHS Risks to approve. @

You have 2 Open Hazards.
You have 2 WHS Risks to Peer Review.
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You can also find the Risk Assessments to be reviewed in your ‘Awaiting My Approval’ tab in the
WHS Risk Register.
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If the RA is a Restricted RA, the banding will be orange instead of green to draw your attention
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For each RA awaiting approval, you will have three options, View Risk, Approve Risk, Reject Risk.

11 WHS Risk Management Audit = Print
Status: Radioactive Waste Monitoring
Date Identified: 70712015
Type: WHS Risk Management
Risk Approver: Margaret Rendell
Risk Qwner: Christopher Roy Van Den Bergen
View Risk Approve Risk Reject Rizsk

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

