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	Full Name
	

	Council(s) / Organisation (s) / Areas (s) to be visited
	

	

	Reason for visit
	

	

	Reference group?
	  ☐  YES    ☐  NO

	Reference group name
	

	IMPORTANT: Officials and staff of the USU are now required to either alter their Union mobile phone message bank or to make a call at night when staying away in the morning following an overnight stay, from the location at which they stayed. This information will be used to verify the location of the claimant.

	Departing from
	

	Date and time of leaving
	

	Returning from
	

	Date and time of returning
	

		BSB
	

	Account Number
	

	Account Name
	




	AUTHORISATION

	Authorised by
	
	Date
	

	

	NOTE: All overnight attendances shall be confirmed in the Official’s Weekly Information Sheet. Where due to changes in travel work plans, an overnight stay is cancelled, then the employee shall make arrangements to re-credit the appropriate sum forthwith and shall notify their Manager and Accounts Section of such.

	

	OFFICIAL USE ONLY

	Nights away
	
	Amount
	

	Received Accounts
	
	Date
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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
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WHS RISK ASSESSMENT &  CONTROL POLICY

Purpose

T h e   p u r p o s e   o f   t h i s   p o l i c y   i s   t o   outline the United Services Union (USU) commitment to the contin u al improvement of 

W ork p l a ce  H eal th  a nd  Sa f e ty  (WHS) through the use of Risk Assessments and risk control.

G en er al  C om m i tm e n t

T h e   U S U   i s   c o m m i t t e d   t o   c o n t i n ually improving its WHS standards by conducting formal Risk Assessments. 

Please see 

a t t a c h e d   f o r m

.

T h e   p u r p o s e   o f   R i s k   A s s e s s m e n t

s

 is to identify any foreseeable hazards that have the potential to harm the health 

or sa f e ty  of  w o r k er s  a nd  oth er s present at USU workplaces and to implement controls to eliminate or minimise such 

h a z a r d s .

Wh e n i s a Ri s k A s s es s m e n t r eq

u

ired?

A   R i s k   A s s e s s m e n t   m u s t   b e   c a r ried out:

å  

i m m e d i a t e l y   p r i o r   t o   u s i n g  

p

remises for the first time as a place of work, and

å  

b e f o r e   a n d   d u r i n g   t h e   i n s t allation, erectio

n

, commissioning or alteratio n  of plant in a place of work, and

å  

b e f o r e   c h a n g e s   t o   w o r k   p r actices, procedures and systems of work are introduced, and

å  

b e f o r e   h a z a r d o u s   s u b s t a n ces are introduced into a place of work, and

å  

w h i l e   w o r k   i s   b e i n g   c a r r i e d out, and

å  

w h e n   n e w   o r   a d d i t i o n a l   i n formation from an authoritative source relevant to the health or safety of the workers of

t h e   P C B U   b e c o m e s   a v a i l a b le, and

å  

w h e n   i n f o r m a t i o n   r e c e i v e d through consultation with workers or their representatives indicates a hazard which

r e q ui r es a sse ssm en t .

å  

Wh o  s h o u l d  c a rr y o u t a  Ri s k A ssessment?

M a n a g e r s   a r e   r e s p o n s i b l e   f o r   e nsuring that Risk Assessments are conducted in relation to the activities and places of 

w or k f or a ll  w ork er s un d er th ei r control.

R i s k   A s s e s s m e n t s   a r e   o n l y   t o   b e conducted by persons who have received appropriate training or instruction in 

c o n d u c t i n g   r i s k   a s s e s s m e n t s .

Wh o  m u s t b e  i n v ol v ed  i n a R i s k Assessment?

A   m i n i m u m   o f   t h r e e   ( 3 )   w o r k e r s who are involved in the particular task or work site being assessed must be involved in 

t h e   a s s e s s m e n t .   W h e r e   l e s s   t h an three (3) workers are involved in the partic u lar task, the USU may consult with other 

o r g a n i s a t i o n s   t h a t   u n d e r t a k e   s i

m

ilar tasks in relation to the assessment.

A p p r o p r i a t e   w o r k e r s   m u s t   a l s o be consulted regarding an assessment in accordance with the USU’s policy or 

p r o c e d u r e   o n   W H S   C o n s u l t a t i o n.

Ho w i s  a Ri s k  A s s e s s m en t  t o b e undertaken?

A l l   R i s k   A s s e s s m e n t s   a r e   t o   be undertaken in accordance with USU’s WHS Risk Management procedures.

Ho w s h oul d ris k  b e c o n tr ol l ed ?

T h e   f o l l o w i n g   m e a s u r e s   s h o u l d  be taken to control risk when the elimination of the risk is not reasonably practicable, to 

t h e   l o w e s t   l e v e l   r e a s o n a b l y   p r a cticable, in the order specified:

1. w h e r e   r e a s o n a b l y   p o s s i b l

e

 substit u ting the hazard giving rise to the risk with something safer,

2. i s o l a t i n g   t h e   h a z a r d   f r o m the person at risk,

3. m i n i m i s i n g   t h e   r i s k   b y   e n g

i

neering means,

4. m i n i m i s i n g   t h e   r i s k   b y   administrative means (for example, by adopting safe working practices or providing

a p p r o p r i a t e   t r a i n i n g ,   i n s truction and information),

5. u s i n g   p e r s o n a l   p r o t e c t i v e equipment (PPE), which should always be considered a last resort.

POLICY /PR OCEDURE WHS-05
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