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	Health & Safety 
Psychosocial risk assessment Form



	Ra No./ERMS Ref:      
	Date: 
	Version No.:      
	Review Date:      
	Authorised by:      



	STEP 1 – ENTER INFORMATION ABOUT THE ACTIVITY/TASK, ITS LOCATION AND THE PEOPLE COMPLETING THE RISK ASSESSMENT




	Location name: 
The University of Melbourne     
	Building No.: 
All
	Room No.:
     
	Assessed by:
Scheduling Time and Attendance Project Team     
	HSR/Employee representative:
All via Health and Safety Consultation Page     

	Workplace arrangements (Describe operational context, employee cohorts, customer cohorts, work pattern cycles and physical conditions) 

	Academic and PASO Supervisors and casual employees, Administration staff


	List arrangements for the activity/task:
· Training, Communications, clearly defined support frameworks for end users to gain help

	1. Training, Communications, clearly defined support frameworks for end users to gain help
2. Quick Reference guides which will be accessed both through the UKG application and knowledge Based Articles for the University of Melbourne



	● Information, Instruction & Training
● SOPs and task documentation 
● Emergency situations
	●  Supervision 
●  Supports

	

	Is there past experience with the activity/task that may assist in the assessment?
	· Existing controls
· Industry standards
· Training
· Organisational records
	· SOPs
· Incidents & near misses
· Incident investigation
· HR information
	· Standards
· Legislation & codes
· Guidance material
· Employee feedback





	Legislation
· Occupational Health and Safety Act 2004
· Occupational Health and Safety Regulations 2017
· Occupational Health and Safety (Psychological Health) Regulations 2025

WorkSafe Victoria:
· Psychological health

University of Melbourne:
· Psychosocial and Mental Health Webpage
· Sexual Misconduct Prevention and Response Policy
· Appropriate Workplace Behaviour Policy
· Property Policy
· Alcohol Policy




	Step 2: RISK RATING – RISK MATRIX AND DEFINITIONS



	Likelihood
	Consequence

	
	
	Minimal
	Minor
	Moderate
	Major
	Severe

	
	Almost certain
	Medium
	High
	High
	Extreme
	Extreme

	
	Likely
	Medium
	Medium
	High
	Extreme
	Extreme

	
	Possible
	Low
	Medium
	Medium
	High
	Extreme

	
	Unlikely
	Low
	Low
	Medium
	High
	High

	
	Rare
	Low
	Low
	Low
	Medium
	High



	Likelihood
	Psychosocial Consequence
	

	
	One or multiple negative psychological response/s which results in;  
	

	Almost certain – will occur in most circumstances when the activity is undertaken (greater than 90% chance of occurring)
	Minimal - self-managed impact. No impact to wellbeing or functioning. No time off work. 
	

	Likely - will probably occur in most circumstances when the activity is undertaken (51 to 90% chance of occurring)
	Minor - short-term impact.  Less than 5 days to return to expected wellbeing and/or functioning.  No time off work.  
	

	Possible – might occur when the activity is undertaken (21 to 50% chance of occurring)
	Moderate - ongoing impact which requires external resources to restore wellbeing and/or functioning. Less than 10 days off work. 
	

	Unlikely – could happen at some time when the activity is undertaken (1 to 20% chance of occurring)
	Major - a psychological injury/illness which requires external resources to restore wellbeing and/or functioning. Greater than 10 days off work.  
	

	Rare – may happen only in exceptional circumstances when the activity is undertaken (less than 1% chance of occurring)
	Severe – long-term or permanent psychological injury/illness which requires significant external resources to restore or improve wellbeing and functioning. Greater than 250 days off work.  
	

	
	Note: Functioning includes: emotional, cognitive, behavioural, or physical factors
	



	Risk Rating Priority for Action

	
	Risk acceptance guide
	Action
	Recommended action time frame

	Extreme
	Not acceptable
	Cease or isolate source of risk
Implement further risk controls
Monitor, review and document controls
	Immediate
Up to 1 month
Ongoing

	High
	Generally (in most circumstances) not acceptable
	Implement risk controls if reasonably practicable
Monitor, review and document controls
	1 to 3 months
Ongoing

	Medium
	Generally (in most circumstances) acceptable
	Implement risk controls if reasonably practicable
Monitor, review and document controls
	3 to 6 months
Ongoing

	Low
	Acceptable
	Monitor and review
	Ongoing
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STEP 3 – Identify hazards and associated risk ratings and controls

	For each of the following prompts:
· Review the prompts/examples for each hazard that may potentially exist for the activity/task/job/work; 
· Determine and record an inherent risk score by using the risk matrix;
· In the comments box, describe the hazard details including:
· When and where the hazard is present;
· The frequency and duration of exposure;
· Potential combinations/interactions with other physical and/or psychosocial hazards;
· Additional risk factors of that may increase the risk of harm.
· Specify the risk control type, for each current or proposed risk control;
· Provide a control description for each inherent or proposed risk control;
· Consider whether the proposed control/s may introduce additional hazards and risks to the group or others in the workplace;
· Where proposed risk control(s) have been identified complete an Health & Safety: Action plan;
· Determine the residual risk score using the risk matrix

	Psychosocial Hierarchy of Control (Control Type)
1. El – Elimination
2. Altering the – 
i.	MoW – management of work, or 
ii.	P – plant, or
iii.	SoW – systems of work, or
iv.	WD -work design, or
v.	WE – workplace environment, or
3. IIT – using information, instruction or training*, or
4. C – using a combination of any of the controls

*IIT – Information, instruction or training may only be exclusively used as a risk control when alteration controls are reasonably practicable. 



	Category: is there potential for any of the following hazards?
	Inherent
Risk Score
	Comments:
	Control Type
	Control Description
(Current and Proposed)
	Residual Risk Score

	Work demands and control: Responsibilities, pace, and autonomy.
	Medium
	Supervisors schedule casuals today via various methods (email, teams, excel).  This change includes systematizing casual schedules into UKG 
	Substitution



Workload Management

Workload Management
	Supervisors:
· Where possible, information can be uploaded in bulk into UKG (via a conversion file)

· The initial task of scheduling will be done once census date has passed, reducing the likelihood of changes in the schedule

· Work demand of scheduling certain activities (marking, research and student led work) will be delayed smoothing the workload and avoid back-to-back high intensity scheduling tasks





	Low


	☐High job demands

	☐Low job control
	
	
	
	
	

	Role clarity and change management: structure and communication.
	
	
	
	
	

	
	☐Poor organisational change management
	Medium
	There will be operating model changes as part of this change, these are being worked through presently and will be implemented ahead of the change to ensure roles are clear and support is available.
	Comms and documentation
	· Clear priorities (around pay related tasks) will be communicated 
· Quick Reference Guides will be used to prevent reliance on assumptions
· Formal change management process will be applied proportionate to the scale of the change
· Early consultation is included within comms planning
· Clear timely and ongoing communication will be executed
· Error rates and rework will be monitored, actively supported and reported

	Low

	Relationships and support: social factors and engagement.
	
	
	
	
	

	☐Poor support
☐Poor workplace relationships
	
	Low
	The Service Centre and Time Coaches will be upskilled and ready to assist should there be queries post the eLearning completion and Quick Reference Guides access.
	
	· Upskilling will be available in the form of e-learning, this will be supported with quick reference guides and Time Coaches – a trusted colleague to assist with questions and support.

	Low

	Justice, recognition and reward: fairness and appreciation.
	
	NA
	
	
	

	☐Poor organisational justice
☐Low reward




	☐Low recognition
	
	
	
	
	

	Harmful behaviours and traumatic events: misconduct and/or exposure to harm.
	
	NA
	
	
	

	☐Aggression
☐Violence
☐Bullying
☐Racism
☐Victimisation

	☐Traumatic events
☐Traumatic content
☐Gendered violence
☐Sexual harassment
	
	
	
	
	

	Environment: physical conditions or environmental factors.
	
	NA
	
	
	

	☐Remote work
☐Isolated work
☐Poor environmental conditions
☐Chemical/biological 
☐Mechanical/electrical


	☐Excessive noise
☐Very high temperature
☐Very low temperature
☐Poor lighting
☐Poor maintenance/repair
	
	
	
	
	

	Other: examples not listed above
	
	NA
	
	
	

	☐Other
	
	
	
	
	
	



	Extra writing room - use this page to enter extended comments or descriptions

	
The change and training approach to this change is robust and considered, every effort will be made to ensure supervisors and casuals are upskilled, ready and supported with the change.  A key component is the ‘time coach’ who will be a trusted colleague to assist with trouble shooting and support.



For use in conjunction with the Health & Safety: Risk management requirements.
For further information, refer to http://safety.unimelb.edu.au/management/implement  or contact your Health and Safety Business Partner.

image1.png
e
¥y
* .

;
p \ S0

THE UNIVERSITY OF
MELBOURNE




