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OHS017 
 
OHS Risk Assessment and Control 
Form 

 
  
  
  

  
 
Faculty/Division:  
COFA 
 

School/Unit: All units at COFA 

Document number 
RA_COFA_14 
 

Initial Issue date 
7/5/2008 

Current version 
1.0 

Current Version 
7/5/2008 

Next review date 
7/5/2010 

 

Risk Assessment title: Setting up and preparing for exhibitions 
 

For additional information refer to the OHS Risk Assessment and Control Procedure, the OHS Risk Rating Procedure and the Hierarchy of Risk Controls. 
 

Step 1: Identify the activity  
Faculty/School/Unit:  COFA 
 

Describe the activity:-  The setting up and installation of exhibits on campus 
 
 
 
 
 
 
 
 

 

Describe the location: All areas at COFA 

 
Step 2: Identify who may be at risk by the activity  
 

Staff, students, contractors and visitors 
 

Steps 3 to 7: Identify the hazards, risks, and rate the risks  
 
1. An activity may be divided into tasks. For each task identify the hazards and associated risks. 
2. List existing risk controls and determine a risk rating using the UNSW Risk Rating Procedure. 
3. Additional risk controls may be required to achieve an acceptable level of risk. Re-rate the risk if additional risk controls used. 

Risk assessment completed by: Melinda Chylinski 
Staff/student number: s3001219 
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Risk rating with 
existing controls * 

(Step 5) 

Risk Rating with 
additional controls * 

(Step 7) Tasks 
Hazards 

(Step 3) 

Associated risks 

(Step 4) 
Existing risk controls 

C L R 

Additional risk 
controls required 

(Step 6) 
 

(Apply the hierarchy 
of risk controls) 

C L R 

Lifting and moving 
items 

 
-Lifting heavy items 
-Using incorrect lifting 
techniques 
-Repetitive lifting 
 
 

 
 -Physical injury to the 
wrists, arms, neck, 
shoulder or back. 
 
 
 
 

 
-Using trolleys to 
move heavy loads 
-Training on safe 
lifting techniques 
-Make sure heavy 
equipment is labeled 
with it’s weight 
 
-Following SWP 

2 D Low 
 

   

Using ladders 
-Using faulty ladders 

-Working at heights 
-Using ladder 
incorrectly 
-Using incorrect 
ladder for the type of 
work 

Physical injury -Training on safe 
working at heights 
and safe use of 
ladders 
-Following SWP 

-Making sure ladders 
are maintained and 
appropriate for the 
type of work which 
is being performed 

2 D L 
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Using hand tools, 
blades, nails/pins, 
screws, laser levels 
 

 
-Nails/pins 
-Blades 
-Lasers 
 

Physical injury  
-Instruction in the 
safe use of items 
-Making sure any 
pins and needles that 
fall on the floor and 
benches are cleaned 
up 
-Disposal facility for 
contaminated 
needles 

-Making sure 
contaminated waste 
is disposed of 
correctly 

2 D L 
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Working with power 
tools 
 

-Electricity 
-Noise 
-Moving parts 
-Vibration 
 
 
 
 

-Electrocution 
-Hearing loss 
-Physical injury 

-Wearing 
appropriate PPE, 
hearing and eye 
protection 
-Training on safe use 
of equipment and 
safe operating 
procedures written 
up 
-Making sure 
equipment is 
electrically tested 
and tagged 
-Never eating, 
drinking or smoking 
while working 
-Minimising 
repetition injuries by 
varying procedures 
and techniques. 

-Following safe 
working procedures 

2 D L 
- 
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Installing items, using 
plinths for exhibiting, 
assessments 
 

Hazard 
-Falling items (e.g. 
from plinths) 
- Obstructing 
emergency exits 
- Obstructing 
pathways 
-Slips, trips and falls 
-Sharp edges on 
items 
- Risk 
-Physical injury 
-Property damage 

-Physical injury 
-Property damage 

Making sure all items 
are secure and will 
not fall 
-Never place objects 
near emergency 
exits 
- Never place 
objects in 
stairways, 
walkways and 
pathways 

-Areas to be 
cordoned off if 
considered a trip 
hazard or a item has 
sharp edges 
-If any projects have 
any other significant 
risks associated with 
them they should 
have a separate risk 
assessment to ensure 
their safety (e.g. 
Biological hazards, 
fire hazards, 
electrical hazards 
e.t.c)  

-Making sure sharp 
objects are handled 
carefully when 
installing and 
removing them 
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Using electrical 
equipment, power 
cords and power 
boards 

Electric Electrocution 
Fire 

-Testing and tagging. 
-Running cables so 
they do not need to 
run across pathways. 
-Cables across 
pathways tapped 
down 
-The use of Double 
adapters is not 
permitted.  
-Never run cables 
over fans 
-Never covering 
electrical items with 
combustible 
materials 
-Following SWP and 
safety guidelines for 
exhibits 

2 D L 
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Setting up lighting -Heat from lights 
-Strobic or flashing 
lights 

-Burns 
-Fire 
-Causing an epileptic 
fit 

-Never placing foil, 
heat conductive 
materials around 
lights or combustible 
Materials around 
lights 
-Training in proper 
use. 
-All electrical 
equipment is tested 
and tagged 
-Installation of circuit 
breakers. 
-Always have lights 
turned off when 
adjusting 
-Following SWP 
-If using strobic or 
flashing lights a 
warning sign must be 
displayed 

2 D L 
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Using candles, oil 
burners or incense in 
exhibits 

-Heat 
-Open flame 
-Hot wax 
 
 

-Burns 
-Fire 

- An inspection must 
be undertaken by the 
OHS coordinator 
prior to the lighting 
of such objects  
 
-If using hot candle 
wax, care must be 
taken to prevent 
burns. The use of 
heatproof gloves is 
recommended. 
 
- A risk assessment 
must be undertaken 
to ensure appropriate 
controls are in place 
to prevent fires 
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Using essential oils 
or fragrances 

- Essential oil and 
fragrance 

-Allergic reactions - A warning sign 
“Exhibit contains 
fragrant material –
May cause allergic 
reaction” is to be 
displayed.  
-In addition 
consideration must 
be taken into 
account of the smell 
permeating to other 
areas of the building 
where staff may be 
working. 
- Obtain a material 
safety data sheet for 
essential or fragrant 
oils and follow 
instructions for safe 
use 
 -keep these oils 
away from fire 
hazards. 
 

2 D L 
 

   

Using chemicals, 
lasers, biological 
materials, food 
products  

-Contact with 
hazardous 
substances 
-Contact with 
biological substances 
-Food poisoning 
-Lasers 

-Illness 
-Skin, eye or 
respiratory irritation 
-Chemical burns 
-Eye or skin damage 

-A risk assessment 
must be completed 
before using any of 
these items in and 
exhibit to ensure 
controls are in place 
to prevent injury 

2 D L 
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Exhibits with sharp, 
pointed, hot or cold 
or moving parts 

-Sharp or pointed 
edges 
-Moving parts 
-Hot or cold surfaces 

-Cuts 
-Eye damage 
-Entanglement in 
moving parts 
-Burns 
-Skin damage 

-Cool and hot 
surfaces and sharp 
objects must be 
guarded (possibly by 
erection of a barrier) 
this is especially 
important to protect 
visually impaired 
persons and 
children. 
-Moving parts must 
be guarded 
appropriately see 
exhibit safety 
guidelines 
 
 
 

2 D L 
 

   

Viewing exhibitions -Electrical 
-Falling objects 
-Trip hazards 
-Unfamiliar with 
building layout 
 

-Electrocution 
-Physical injury 
-Unable to find exit 
in emergency 

Electrical cords 
taped down 
- Making sure area is 
free of any 
obstructions 
-Making sure any 
electrical equipment 
is tested and tagged 
-RCD’s on main 
switchboard checked 
by facilities 
-Have emergency 
and evacuation plans 
displayed 

2 D L 
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Step 8 Documentation and initial approval  
Completed by: Melinda Chylinski   (signature)   Authorised by: OHS committee   (signature)   Date: 7/5/2008 

 
Step 9: Implement the additional risk controls identified  
Indicate briefly what additional risk controls from Step 6 above were implemented, when and by whom. 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

Risk control:           Date:   Implemented by: 

 
Step 10: Monitor and review the risk controls  
 

It is important to monitor risk controls and review risk assessments regularly. Review is required when there is a change in the process, relevant legal changes, and where a cause for concern has arisen. 
Reviews could be scheduled on an annual basis. If the risk assessment has substantially changed a new risk assessment is warranted. 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

Review date:     Reviewed by:     Authorised by: 

 
Documentation  
 

It is a requirement that legal and advisory documentation that supports this risk assessment be listed. Such documentation includes Acts, Regulations, Australian Standards and Codes of Practice, where 
applicable. 

NSW OHS Act 2000  

NSW OHS Regulation 2001 

 


