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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 let you enter
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.

2) also, enter your location, for example:

Find Location X

Enter the location name or select the location from the dropdown/text box:

M | Clayton |v|

| CL-17-Alliance Ln-Engineering 37-(37) v
Select | CL-17-Alliance Ln-Engineering 37-(37)-Ground Level v
| 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”.



To have your risk assessment reviewed using Peer Review before
submitting to your supervisor:

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

DO save the RA (save icon).

Copyright Disclaimer Privacy Contact Us About Us

Show all X

{65 Home ‘DMy Tasks (1) @Analysw‘s % Feedback aLogo
- 5= { -. ot
BE L © ® H | T L I
Back New Previous Next Save Submi Print Export Reviewer Help

Step 1
Risk Factor and Risk
Description 0

Existing Control(s) s

Select hierarchy of cd
and describe the exis
control

Step 3
Current Rating

Step 4

The Level of
Risk with
existing controls

Step 5

Step 6

| Radiation v

| 4 - Engineering control r v

Gamma waste stored in
shielded cupbeard while
other waste being assessed

exposure to high level beta
or gamma waste during
checking procedure

Proposed Coentrol(s) Who is responsible? Residual Rating
Select the hierarchy of Select the person and due date? The Level of
control and describe your Risk after
propesed treatment treatment

| -- Select Hierarchy of Co v | |/ I

=




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
CHRISTOPHER ROY VAN DEN BERC" Christopher Roy Van Den Bergen OHS"
Add>>
<<Remove

Cancel OK E.
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The people you invite to comment will get an email.



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

Risk Reviews

S N TN

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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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

E 2 S B o= O
Jack New Refresh Delegation Print Export Help
sk Register | Awaiting My Approval | My Draft Risks | My Peer Reviews |

All
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When you open up the Risk Assessment, you will see an extra icon “Review Notes” _Review Notes

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

Peer Review Notes x
&
o 2
Submit Help

a 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 SARA

H, 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 can also find the R
WHS Risk Register.
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You have 2 Tasks to perform.

You have 2 WHS Risks to approve. @

You have 2 Open Hazards.
You have 2 WHS Risks to Peer Review.
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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 suggest improvements.



