131 Queen Street Health and Safety Risk Register



Document Revision Record:


	Revision  
	Description
	Name
	Date Issued

	0
	Original Document issued (final)
	Katherine Connor
	27 Oct 2016

	1
	Revised in October 2017 After review of this document with H&S Committee
	Katherine Connor
	27 Oct 2016




Notes:


This Risk Register was created from a Risk Assessment conducted throughout September 2016, and should be read in conjunction with the Risk Assessment Report (TS-RAP-01).

Risk Calculation tables including likelihood ratings, consequence criteria and risk level descriptions are provided in Appendix A of the Risk Assessment Report.
Hazards that were deemed not applicable are listed in Appendix B of the Risk Assessment Report (TS-RAP-01).


This Register shall be reviewed:
· at least annually
· at major changes in the services provided by the Company
· as a result of any significant health and safety incident, near miss, or additional major hazard identified; and
Updates will be made to this Register if required.

Documents and Actions column
Blue text = Lower priority actions
Red Text = Higher priority actions
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	Hazard Number
	Hazard Description
	Sources
	Top Event
	Potential Consequences
	Likelihood
	Consequence
	Risk
	Controls
	Recovery Measures
	Risk
	Documents and Actions

	H-0102
	Hydrocarbons
	
	
	
	
	
	
	
	
	
	

	H-02.03
	Diesel fuel
	Generator in carpark 
	Loss of Containment 
	Fire, health hazard, asset damage
	B
	2
	Low
	Well contained and managed within the generator design
Generator maintained by specialist contractor
	Emergency services
First Aiders
Evacuation drills
	 N/A
	Buildings Fire and evacuation scheme documents
Maintenance records


	H-03
	Other Flammable Materials 
	 
	 
	 

	H-03.01
	Cellulosic materials
	Packing materials, wood, paper rubbish - any other flammable materials
	Ignition, Blocked fire exits
	Tripping hazards, Localized fire leading to potential escalation. Impede exit in emergency

	B
	5
	Medium
	Cleaners clearing rubbish every night
Trained fire wardens
Telnet Inspections 
Enough capacity for rubbish/recycling
131 Queen Street Inspections and Property management
Fire/Evacuation Safety information included in Telnet Induction

	Emergency services Evacuation drills
	 Low
	Fire and evacuation scheme documents 
Inspection Checklist -Telnet
Inspection checklists (131 Queen Street)



	H-06
	Hazard Associated with Differences in Height
  
	 
	 
	

	H-06.01
	Personnel at height 
	Work involving ladders, access to heights, ceiling work, (IT Team and contractors)
	Loss of Control
(Collapse or Fall), dropped object
	Potential fatality
	B
	4
	Medium
	Ladders regularly inspected in Telnet inspections
Ladders are locked away so that Contractors are supervised during use
Visitor Control Systems/policy
On the job ladder safety instructions (IT team)
Basic Ladder Safety information included in Telnet Induction  and given to IT team

	First Aiders
Emergency services
	Low
	Contractor Agreements (to be developed)
Inspection Records (Building and Telnet)


	H-06.03
	Overhead equipment and falling objects, displaced objects
	Objects falling while working at a height over people, equipment, ceiling work 
	Objects falling 
	Potential major health effect (if falls on person).  
Potential damage to equipment
	B
	3
	Low
	Exclusion zones, 
Use of specialized contractors
Supervision and management of contractors

	First Aiders Emergency services
	N/A
	

	H-08
	Situation Hazards
	

	H-08.01A H-08 01B
	Driving, Vehicle running over pedestrians or driving into object
	Distractions, driving while using a cell phone, speeding. 
	Loss of Control, Collision
	Pedestrian, passenger or driver injury, vehicle fire
	B
	4
	Medium
	131 Queen Street carpark is small which limits speed and pedestrian areas are well marked
IT team mostly inside activities
One leased vehicle (one Director driving)
Limited driving for work purposes
Basic Driving for work Safety information included in Telnet Induction
	First Aiders 
Emergency services 
	 Low
	

	H-08.01G
	Goods unloading
	Contractors, employees, temps, IT Team
	Loss of Control, Collision, Asset Damage, equipment damage
	Potential fatalities and/or injury, fire, asset damage
	B
	4
	Medium
	Building sign in/ out and Visitor Control
IT Team -Fit for work
Manual handling information in Induction
	First Aiders
Emergency Services
	Low
	

	H-8-01M
	Overhead Piping and Structures
	People working overhead (ceiling)
	Head strike
	Head injury 
	B
	3
	Low
	Supervision and Management of Contractors

	First Aiders
Emergency Services
	N/A
	

	H-08.05
	Equipment with moving or rotating parts
	Fans (office)
	Potential for injury due to contact with moving parts
	 Injury, amputation

	B
	3
	Low
	Design Codes and Standard (Machinery Guarding) 

	First Aiders
Emergency Services 
	N/A
	

	H-08.06
	Use of hand held power tools - battery drill

	Contractors, IT Team
	Contact with moving parts, electric shock 
	Injury
	B
	3
	Low
	Specialised Contractors
Very rare use of tools for short periods
Supervision
Contractor supervision
Work shadowing/Buddy
Information on hazards of tool use provided to staff in writing
	First Aiders
Emergency Services
	N/A
	

	H-08.07
	Use sharp objects/knives
	 Utility knives, cable wire cutters ( IT Team )
	Contact with
	Injury
	C
	1
	Low
	Supervision 
Specialised Contractors
Correct tools for the job

	First Aiders
Emergency Services
	 N/A
	

	H-08-11
	Uneven ground/ access egress
	Ground surfaces and building flooring stairs, wet surfaces 
	Slip, trip or fall
	Injury
	C
	1
	Low
	Inspections 
Housekeeping practice
Adequate Storage
Repairs of slip trip hazards
Caution wet floor signs
Umbrella/coat storage

	First Aiders
Emergency Services
	 N/A
	Inspection Records

	H-08-13
	Children/family members on worksites/in workplace
	Employees bringing children/family to work/building
	Higher risk as persons not as aware of hazards, facilities not designed for children
	Fatality  
	B
	4
	Medium
	Chrildren visit the office temporarily (under supervision) but are not permitted to attend work

	First Aiders
Emergency Services
	Low
	

	H-09
	Environmental Hazards  
	 
	 
	

	H-09.01
	Weather 
	Winds, temperature extremes, rain, lightning, flooding, 
	Exposure to 
(note: No previous lightning events
	Injury, equipment, asset damage, struck by wind borne object 
	B
	3
	Low
	Landlord’s building safety responsibilities


	First Aiders
Emergency Services
	Low
	Inspection records


	H-09.03
	Tectonic Activity
	Natural
	Natural Disaster, earthquake, volcanic eruption, tsunami







	Fatalities
	A
	5
	Medium
	Follow Civil Defence
Evacuation Drills
Civil defence
	First Aiders
Emergency Services
Civil Defence
	Low
	Fire and evacuation scheme documents (for buildings)

	H-10
	Hot Surfaces
	

	H-10.02, 3 and 05, H-11.03,4
	Heat generating equipment, Kitchen equipment, 
Hot fluids, soldering work (IT Team)
	Kitchens hot water (zips)
IT Equipment, IT Team
	Exposed to hot surface, Exposed to hot liquid
	Burns, Asset damage
	C
	2
	Low
	Warning signs
Machinery guards, 
Preventative Maintenance and inspections by Experts
Restricted access to machinery
Supervision
Cup covers for hot drinks
On the job training (IT Team)
Cup cover Policy added to Induction

	First Aiders
Emergency services
	N/A
	Maintenance records


	H-15
	Electricity
	
	

	H-15.01, 2 &3
	Voltage > 50 -440 in cables, Voltage >50-440 in equipment, Voltage less than 600v
	Power cables, electrical lines, Electric switchgear 
	Contact with
	Electrocution, shock causing injury, fire, short circuiting causing equipment damage, loss of power, burns


	B
	4
	Medium
	Highly trained personnel (specialized) and access restrictions
Only Registered electricians used
Specialist tools and equipment
Switch room signs and locks, authorized personnel only
Supervision
Electrical testing program
Wiring not permitted

	First Aiders. 
Emergency services
	  Low
	Electrical maintenance records
Contractor agreement needed

	 H-15.05 &06
	Batteries/Stored Charge
	Gel Batteries (UPS)
	Contact with
	Electric shock causing injury, burns, fire, explosion, 
	B
	3
	Low
	Restricted access to storage
Supervision of IT Team
Correct storage
	First Aiders Emergency services
	N/A
	Not applicable

	H-19
	Asphyxiates
	

	H-19.06
	Smoke 
	Items on fire
	Exposure to
	Potential fatalities (for buildings, person overcome by smoke and injured, Impeded exit)
	B
	5
	Medium
	Fire detection and alarm, and sprinkler system
Inspections
Evacuation Drills
Building Design (stairwells and smoke control doors)
Buildings Warrant of fitness




	First Aiders
Emergency services
	 Low
	Fire and evacuation documents


	H-20
	Toxic Gas
	

	H-20.08
	Tobacco Smoke
	Workplace
	Exposure to
	Health risk, fire risk, asset damage
	B
	3
	Low
	Separate smoking areas in outside location, cigarette butt disposal units
Smoking banned inside buildings
Inspections 
	First Aiders
Emergency services
	N/A
	No Smoking Policy in Code of Conduct document
Inspection records

	H-21
	Toxic Liquid
	

	H-21.01, H23 
H-21.17
	General chemicals/hazardous substances
	IT Team – small amounts of butane for soldering, isopropyl alcohol, aerosols
	Accidental Ingestion, spill on skin
	Burns, unmarked Containers leading to accidental ingestion, illness, dermatitis
	B
	3
	Low
	Labeling
Ventilation
Appropriate and secure storage and containment
PPE
Inspections
Correct Handling
Locked in storage 
Minimal quantities stored
Supervised use
On the job training, Buddy/supervisor work shadowing
MSDS sheets are available and displayed

	First Aiders Emergency services

	N/A
	Inspection records


	H-21.15
	Alcohol-containing beverages
	Brought to work by employees, visitors
	Under the influence of alcohol 
	Increased chance of injury to another person, incident or property damage
	B
	4
	Medium
	Supervision by Management
CCTV Monitoring
Security Contractor
Secure access (swipe cards) prevents access to other levels
Drug and Alcohol Testing, Enforcement and disciplinary action
Inspections
	Disciplinary action
First Aiders Emergency services

	Low
	Telnet Drug and Alcohol Policy and Code of Conduct
HR Records
Inspection Records

	H-21.16
	Recreational drugs
	Brought to work by employees, contractors, temps, visitors
	Consumption
	Safety concerns over drug use as it leads to impaired judgment/vision potentially leading to unsafe acts resulting to injury others and in damage to assets
	B
	4
	Medium
	Supervision by Management
CCTV Monitoring
Security Contractor available on call
Secure access (swipe cards) prevents access to other levels
Inspections
Drug and Alcohol Testing, Enforcement and disciplinary action

	Disciplinary action
Police. Emergency services 

	 Low
	Telnet Drug and Alcohol Policy and Code of Conduct
HR Records


	H-21.19
	Grey and/or Black Water
	Kitchen, toilets, sewage
	Loss of Containment
	Potential source of disease, illness, 
	C
	2
	Low
	Maintenance by landlords
Rapid Response to issues by building maintenance 
	First Aiders Emergency services
Access to Health Advisor
	 N/A
	Landlord’s Maintenance records

	H-22
	Toxic Solids
	

	H-22.12
	Dust
	IT Team
	Exposure to
	Potential for eye infections 
	B
	3
	Low
	Very small amounts of dust
Very minimal use
Clear safety glasses for work with dust in celling
	First Aiders
Washing facilities

	N/A
	

	H-24
	Biological Hazards
	 
	

	H-24.04
	Food borne bacteria
	Catering at Company event
	Exposure to
	Food poisoning
	B
	3
	Low
	Highly professional catering organisation used
Minimal events
Washing facilities

	Medical Assistance
	 N/A
	

	H-24.09
	Human waste/blood contact e.g.  HIV, hepatitis
Blood borne pathogens
	Needle contact, toilet cleaning, plumbers, 
	Exposure to contaminated body fluids/waste
	Infection 
	B
	3
	Low
	Cleaning Contractor
Inspections, Maintenance by
Specialised Contractors
Rapid Response to issues by building maintenance supervisor and contractors
Access closed to affected areas
	Medical Assistance
	 N/A
	Landlord’s maintenance documentation

	H-24.10
	Other Communicable Diseases (TB, measles, mumps, chicken pox, Influenza)
	Person to person
	Exposure to
	Infection
	C
	2
	Low
	Cleaning Contractor
Pandemic alerts as guided by Ministry of Health
Immunisations for some illness (NZ Health system)
Influenza immunization offered
Hand Sanitising Gels and other sanitising agents (for workstation cleaning) available. E.g. wipes and alcogel

	Medical Assistance
Disccounted medical insurance offered to staff
	N/A
	Include written policy (on sickness isolation)   - in Employment Agreement or Induction

	H-25
	Ergonomic Hazards
 
	

	H-25.01
	Manual handling/physical tasks
	Moving materials, furniture, gear and equipment, physically handling heavy and/or awkward goods
	Long term physical injury
	Long and short term physical injury, if manual handing incorrectly done then personnel injury could result 
	B
	3
	Low
	Supervision, 
Equipment (trolleys)
Pre employment process (fit for work)
On the job training, Buddy/supervisor work shadowing
Basic manual handling requirements in Induction

	 First Aiders
Emergency Service
Medical Assistance
ACC

	 N/A
	

	H-25.06 H-25.07
	Work area design / Workstations /ergonomics
	Poorly designed and furnished    area of building, overcrowding
	Exposure
	Poor workplace design leading to awkward postures, repetitive movements, excessive stretching
	B
	3
	Low
	Inspections
Workstation set up guidelines in Induction
Sit/Stand Workstations available
Wide desks
Adequate space
Workstation Assessments with specialist consultant guiding Telnet (Ross)


	Medical Assistance
ACC


	  N/A
	Telnet Inspection records
Induction
Workstation Assessments


	H-25.08
	Lighting/working in poor lighting/working at night
	Light source, glare, 
	Exposure 
	Poor lighting may impede exit in the event of an emergency evacuation, slips trips or falls. Theft undetected, risk of break in
	B
	3
	Low
	Lighting requirements properly assessed and designed and corrected where inadequate.  Outside lighting positioned correctly. 
Inspections 
Contractors rapid response to lighting repairs/maintenance
	First Aiders
Emergency Service
Medical Assistance
ACC

	  N/A
	

	H-25.13
	Long and irregular working 
hours/shifts/Fatigue
	Culture and Management
	Exposure
	Higher chance of injury
	B
	3
	Low
	Clients Policies
Management and supervision of staff to prevent fatigue
Supervision
Light work (not strenuous)
Breaks

	Medical Assistance

	N/A
	

	H-25.15
	Work planning issues/ Stress
	Work related stress, mental harm, harassment
	Exposure 
	Work culture leads to mental harm and/or hazardous behavior, leading to physical injury
	B
	3
	Low
	Courageous Conversations

	Medical Assistance

	N/A
	Add Stress Complaint procedure and Policy to Employee Handbook or Code of Conduct 

	H-25.16
	Indoor Climate/Office
	Gas leaks, air contamination, offices
	Exposure to contaminants, cold air
	Illness
	B
	3
	Low
	Regular Maintenance of Air Conditioning systems and ventilation systems (landlords) 
Rapid response by Building maintenance
Evacuation Drills
Alarms

	First Aiders
Emergency Services

	N/A
	Evacuation plans

	H-27
	Security Related Hazards
	
	

	H-27.02
	Assault (Violence in the workplace), fight
	Employees, Contractors, visitors
	Exposure
	Assault can result in serious injury 
	B
	4
	Medium
	Security Company contracted
Security/swipe systems
Visitor and Contractor control process 
Supervision by management
CCTV monitoring
Telnet Code of conduct
Drug and Alcohol testing program
Pre-employment screening
Employment Agreement
Employment grievance process

	Emergency response
First Aiders. 
Police

	 Low
	Code of conduct
Employment Agreement

	H-27.03
	Sabotage
	Former employees, Public 
	Exposure
	Damage caused by disgruntled employee, member of public
	B
	4
	Medium
	Security Company contracted
Security/swipe systems
Visitor and Contractor control process 
Supervision by management
CCTV monitoring 
Extra security measures if required
Employment grievance process
Pre-employment screening

	Emergency response
First Aiders. 
Police

	 Low
	Code of conduct
Employment Agreement

	H-27.04
	Crisis (protest, civil disturbance, terrorism, strike
	Work, Public 
	Exposure
	Injury to employees or visitors, property damage
	B
	3
	Low
	Security Company contracted
Security/swipe systems
Visitor and Contractor control process 
CCTV monitoring 
Not at street level
Extra Security measures if required
	Emergency response
First Aiders. 
Police
	N/A
	

	H-27.05
	Theft, pilferage
	Insecure facilities/ offices / personal property, public theft of Property
	Exposure
	Loss of belongings, equipment. Incident could escalate to violence.
	B
	1
	Low
	Security awareness of Staff, Office security, Secure office buildings after hours, Supervision
Visitor and Contractor control process
Valuables secured, cars locked
Maintenance Room locked
CCTV monitoring
Building alarms
24 Hour operation
	Insurance.
Police
	  N/A
	

	H-29
	Medical
 
	 
	 
	 
	 
	 
	

	H-29.01

	Lack of Medical fitness

	Employees
	Exposed to
	Not fit for work causing injury
	C
	2
	Low
	Discounted medical insurance offered to employees
Question in pre employment questionnaire
Fitness for work /suitable for position
Light work (not strenuous)  - IT
Mostly desk based work

	Emergency services
First Aiders.
Medical Assistant
	
	

	H-29.01

	Medical Incident – slow response
	Employees, contractors, visitors
	Exposed to
	Poor response leading to escalation of incident
	C
	3
	Medium 
	Trained first aiders
Defribulator level 2
Discounted medical insurance offered to employees
[bookmark: _GoBack]Medical Incident emergency procedure in Induction
	Emergency services
First Aiders. 
	Low
	

	H-31
	Concurrent Activities
	

	 H-31.01
	Concurrent operations with other contractors 
	 Various contractors
	Activity Conflict
	Potential Fatality, property damage
	B
	4
	Medium
	Managers coordinate contractor activities
Contractor Sign in/out Book
Building Policy displayed (131 Queen Street)
Supervision of Contractors

	Emergency response
First Aiders. 
Emergency Services
	 Low
	Contractor Health and Safety Agreements (to be established)




