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HEALTH, SAFETY AND WELL-BEING
TEMPLATE
COMPILING & REPORTING ON RISK MANAGEMENT DATA

Compiling risk management data 
A WHS risk management table or spreadsheet provides a structured framework for tracking the identification, assessment and control of workplace risks. This enables an organisation to effectively review and report on risks to the leadership team to improve safety and wellbeing. Assign a WHS, HR team or Manager to be responsible for the spreadsheet and review process. When creating a table or spreadsheet, consider using the following headings for each risk:

· Name of worker, customer, visitor agency
· Date of incident, hazard or near miss 
· Risk description (incident, hazard or near miss, and date the report form was received) 
· Risk category (physical, ergonomic, biological, chemical, psychosocial) 
· Risk rating (low, moderate, high, severe/notifiable) 
· Existing control measures (what measures the organisation already has in place to prevent the specific risk)  
· Required actions (what the organisation plans to do to further eliminate or prevent the risk from re occurring) 
· Policies and procedures applicable to the risk, the review process and person responsible for these 
· Workers compensation claim (if any) relating to the risk (include the status of the claim, any suitable duties required, whether there is a current certificate of capacity and timeline for full return). 
· Resolution Date 

See page 2 for an example table

Reporting on risk management data 

Reporting on WHS risk involves summarising key metrics of the risk management system, including but not limited to the areas above. Effective reporting provides stakeholders with a clear understanding of the organisation's commitment to WHS, status of risk management efforts, and areas for improvement. A risk management report should include the following metrics:

· Frequency- how often the organisation reports on WHS data (ie monthly); 
· Overview- the organisation's WHS goals and objectives;
· Summary- include key risk categories and their respective assessments;
· Existing control measures- include their effectiveness and impact on risk reduction;
· Incident reporting- provide analysis, trends and lessons learned;
· Notifiable incidents- include significant incidents during the reporting period and the causes, consequences, and actions taken to prevent reoccurrence;
· Workers’ compensation claims- include analysis on claim trends, departments with higher claim rates, associated costs and absence rates;
· Compliance- highlight the organisation’s compliance with WHS laws and regulations and any changes that impact current practices;
· Evaluation of risk management system- provide information on overall performance and recommendations to enhance the system;
· Comparative analysis- provide relevant industry specific WHS data and emerging trends. 

Use graphs, charts, and tables to visually represent trends and statistics. 

See the Safe Work Australia on Measuring and reporting on work health and safety.


	[INSERT ORGANISATION] RISK MANAGEMENT DATA TEMPLATE

	WHS Manager Responsible: 
	

	Last reviewed/updated: 
	

	Name of worker, customer, visitor agency 
	Date 
	Risk description
	Risk category
	Investigation  
	Risk Rating
	Existing control measures
	Required actions
	Policies/Procedures

	Workers Compensation Claim 
(if applicable)
	Resolved

	
	 
	Incident ☐
Hazard ☐
Near Miss ☐

Report Received ☐
	Physical ☐
Ergonomic ☐
Biological ☐ 
Chemical ☐ Psychosocial ☐

	Action required ☐
Incident Investigation Report Completed ☐

Likeliness to reoccur: Yes /No

No action required ☐
Reason: 
	Low ☐

Moderate ☐

High ☐

Severe ☐
(Notifiable)
Comments:
	1.
2.
3.
	1.
2.
3. 

Person responsible:
 

Timeline:
	1.
2.
3.

Update required: Yes / No

Person responsible:

Timeline:


	Yes / No 

Status: Completed/Open

Suitable duties: Yes / No

Certificate of Capacity: ☐

Timeline: 
	  
☐
Date:     

	Notes

	
	 
	Incident ☐
Hazard ☐
Near Miss ☐

Report Received ☐
	Physical ☐
Ergonomic ☐
Biological ☐ 
Chemical ☐ Psychosocial ☐

	Action required ☐
Incident Investigation Report Completed ☐

Likeliness to reoccur: Yes /No

No action required ☐
Reason: 
	Low ☐

Moderate ☐

High ☐

Severe ☐
(Notifiable)
Comments:
	1.
2.
3.
	1.
2.
3. 

Person responsible:
 

Timeline:
	1.
2.
3.

Update required: Yes / No

Person responsible:

Timeline:


	Yes / No 

Status: Completed/Open

Suitable duties: Yes / No

Certificate of Capacity: ☐

Timeline: 
	  
☐
Date:     

	Notes






AHRI resources:

· Risk Management Information Sheet 
· Managing working environment risks Information Sheet
· Managing Psychosocial hazards in the workplace Information Sheet

· Incident Report Form Template
· Risk Management Plan (Psychological Hazards)

· Working from home WHS Assessment Checklist


Last updated November 2023


[image: ../../../../../../Users/karinam/Documents/disclaim]
image1.png
AHRI]

Australian HR Institute®




image2.png
DOCUMENT DISCLAIMER
The information contained in this publication is general information only. Whilst the Australian HR Institute (AHRI) has no reason to believe that any

information contained in this publication is inaccurate, it should not be relied on as a substitute for professional advice. AHRI does not accept liability
for loss suffered as a result of reliance on the information contained in, or other contents of, this publication. Please see ahri.com.au/assist for

AHRI:ASSIST terms of use.





