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WHS RISK ASSESSMENT & 
CONTROL POLICY

Purpose
The purpose of this policy is to outline the United Services Union (USU) commitment to the continual improvement of 
Workplace Health and Safety (WHS) through the use of Risk Assessments and risk control.

General Commitment
The USU is committed to continually improving its WHS standards by conducting formal Risk Assessments. Please see 
attached form.

The purpose of Risk Assessments is to identify any foreseeable hazards that have the potential to harm the health 
or safety of workers and others present at USU workplaces and to implement controls to eliminate or minimise such 
hazards.

When is a Risk Assessment required?
A Risk Assessment must be carried out:
∑	 immediately prior to using premises for the first time as a place of work, and
∑	 before and during the installation, erection, commissioning or alteration of plant in a place of work, and
∑	 before changes to work practices, procedures and systems of work are introduced, and
∑	 before hazardous substances are introduced into a place of work, and
∑	 while work is being carried out, and
∑	 when new or additional information from an authoritative source relevant to the health or safety of the workers of

the PCBU becomes available, and
∑	 when information received through consultation with workers or their representatives indicates a hazard which

requires assessment.
∑	
Who should carry out a Risk Assessment?
Managers are responsible for ensuring that Risk Assessments are conducted in relation to the activities and places of 
work for all workers under their control.

Risk Assessments are only to be conducted by persons who have received appropriate training or instruction in 
conducting risk assessments.

Who must be involved in a Risk Assessment?
A minimum of three (3) workers who are involved in the particular task or work site being assessed must be involved in 
the assessment. Where less than three (3) workers are involved in the particular task, the USU may consult with other 
organisations that undertake similar tasks in relation to the assessment.

Appropriate workers must also be consulted regarding an assessment in accordance with the USU’s policy or 
procedure on WHS Consultation.

How is a Risk Assessment to be undertaken?
All Risk Assessments are to be undertaken in accordance with USU’s WHS Risk Management procedures.

How should risk be controlled?
The following measures should be taken to control risk when the elimination of the risk is not reasonably practicable, to 
the lowest level reasonably practicable, in the order specified:

1. where reasonably possible substituting the hazard giving rise to the risk with something safer,
2. isolating the hazard from the person at risk,
3. minimising the risk by engineering means,
4. minimising the risk by administrative means (for example, by adopting safe working practices or providing

appropriate training, instruction and information),
5. using personal protective equipment (PPE), which should always be considered a last resort.

POLICY/PROCEDURE WHS-05
Date:  

Name of member (Complainant):  

Occupation of member (Complainant):  

Employer Details:  

Details of alleged Bullying and Harassment (e.g. type of alleged behaviour, by whom, how many times, 
when and where): 

  

  

  

  

Are there witnesses who can support the allegations or who witnessed the 
alleged bullying and/or harassment? 

☐   Yes   ☐   No 

 

If yes, please list names and if possible contact details: 

  

  

  

If the allegation involves a member against member complaint, advise the complainant that alternative 
Union representation can be arranged to avoid any conflict of interest. 

Is alternative representation required? ☐   Yes   ☐   No 

If yes, contact the area Manager ASAP to make arrangements. 

Alternative representation arranged where required? ☐   Yes   ☐   No 

Details of alternative representation:  
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Is the alleged behaviour unlawful? e.g. physical assault ☐   Yes   ☐   No 

If yes, has the member been advised to refer the alleged behaviour to the 
relevant authorities? 

☐   Yes   ☐   No 

If yes, which authorities?  

Has the member asked the alleged person/s who are accused of bullying and/or 
harassment to stop? 

☐   Yes   ☐   No 

If yes, when and what did they say to the alleged person/s they are accusing? 

  

  

  

What was the alleged response?  

  

  

  

Have they raised the issue with their employer? ☐   Yes   ☐   No 

If yes with whom, how did they raise it (e.g. in writing, email, or verbal) and when? 

  

  

What was the response, if any?  

  

  

If they have not raised the compliant, advise them to lodge a formal complaint via a Grievance Form 
and assist them in completing the grievance form and lodging it with the employer. 

Do you have a copy of the grievance? ☐   Yes   ☐   No 

If no, obtain one.  
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Has the member received a reply to the grievance or their complaint? ☐   Yes   ☐   No 

If yes, was it a verbal response? ☐   Yes   ☐   No 

If verbal, please describe the verbal response including by whom, when and what was said. 

  

  

If it was a written response, do you have a copy? ☐   Yes   ☐   No 

If no, obtain a copy ASAP.  

Is the workplace reasonably considered safe for the complainant at this time? ☐   Yes   ☐   No 

If not, please list why not.  

  

  

  

Contact the employer to seek suitable arrangements regarding the safety of the member. 

Employer contacted: ☐   Yes   ☐   No 

Arrangements made: ☐   Yes   ☐   No 

If not, why not?  

  

  

  

Has the member been advised to access their employers EAP (Employee 
Assistance Provider) should they feel the need to do so? 

☐   Yes   ☐   No 

Has the member sought medical assistance for any resulting injury and or 
stress? 

☐   Yes   ☐   No 

If yes, were they found to be suffering from injury and or stress or other 
condition likely to be caused by the alleged bullying and/or harassment? 

☐   Yes   ☐   No 
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If yes, have they been referred to the Union Solicitors to seek advice on a 
possible workers compensation claim? 

☐   Yes   ☐   No 

Is there anything else the member would like recorded that is relevant to the 
allegations? 

☐   Yes   ☐   No 

If yes, please list:  

  

  

  

Name of Interviewer (e.g. USU Official/Delegate)  

Name of Complainant/s: Signature/s: 

   

   

   

   

 


