
 

RiskAssess User Guide 
 
 
 
Background 
According to Australian and New Zealand laws, schools are legally required to 
conduct a risk assessment before each practical experiment. Each person is required to 
carry out a risk assessment for the actual tasks that they are going to do. A teacher 
assesses the risks for the experiment in the classroom; a laboratory technician assesses 
the risks of preparing the package of equipment and chemicals for the class, and then 
disposing of chemicals and equipment afterwards. It is not possible to do a risk 
assessment for another person. 
 
RiskAssess provides a convenient and rapid method to meet these legal obligations. It 
also helps avoid accidents with up-to-date safety information on equipment, 
chemicals and living things. RiskAssess saves time for teachers and laboratory 
technicians by providing a risk assessment proforma, automatic equipment ordering 
and laboratory scheduling. It also saves paper and filing, by using electronic 
documents and electronic signatures. 
 
This Guide and On-Screen Help Within RiskAssess 
This guide will help you get started with RiskAssess. It also provides hints and 
suggestions for getting the most out of RiskAssess.  
 
The RiskAssess system is easy to use, and has help information on-screen next to 
fields and buttons. Further help is available by leaving your mouse pointer over boxes 
and buttons – often you will see further information appearing in a yellow box. 
 

 
 
Questions & Suggestions 
Please let us know if you have any questions or comments. We are always keen to 
receive any suggestions for ways to improve RiskAssess. 

Dr Phillip Crisp  
for general discussion and feedback 
phillip@ecosolve.com.au 
+61 (0)2 9415 8677 

James Crisp  
for technical issues and computer questions  
http://jamescrisp.org/contact/riskassesscontact/ 
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Log In and Home Page 
When you first log in to RiskAssess, you will see the home page for your school. 
 

 
 
Each risk assessment you perform will be saved on the RiskAssess system. The last 5 
risk assessments performed at your school are shown in the “Recent Risk 
Assessments” box. You can also find risk assessments performed at your school using 
the “Risk Assessment Search” box on the right.  
 
The “Laboratory Scheduling” provides a day-by-day view of practicals in your 
school, and is particularly useful for scheduling experiment preparation and for 
communicating between teachers and laboratory technicians. Future experiments and 
experiments performed last week can be viewed. See “Laboratory Scheduling” 
section for more details. 
 
The “Safety Information Search” lets you do a quick search on any item in the 
database (e.g. chemical, equipment or living things) to find out safety information 
about it, without doing a full risk assessment. 
 
“RiskAssess News” keeps you up-to-date on the latest new features and 
improvements in the RiskAssess system. 
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Your First Risk Assessment 
When you begin to use the software, there are no existing risk assessments. Click the 
“Start Blank Risk Assessment >” button, and you will be presented with the risk 
assessment form. Either a teacher or a laboratory technician can initiate a risk 
assessment for an experiment. 
 
First, fill in general information about the risk assessment: 
 

 
 
For the text reference, you can either write out a procedure, or simply provide a 
reference to a text box. 
 
Next, information about classes and preparation: 
 

 
 
“Chemical user codes” are compulsory in NSW Government schools and you may 
find them helpful. See the “Explanation of codes” for details. The software will 
automatically check the user codes of chemicals against those of the users. Any entry 
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of a chemical user code will prevent use of a chemical forbidden in NSW 
Government schools. 
 
The “Scheduling” section allows you to specify when and which room the practical is 
in. Filling in these fields allows you to use the automatic laboratory scheduling 
system (see later section on Laboratory Scheduling). 
 
The “Equipment/chemicals to be prepared by laboratory technician” and “Scheduling 
notes” allows communication of requirements between teacher and laboratory 
technician (see Ways to Use RiskAssess at Your School for more details). 
 
Choose the equipment, chemicals and living things for the experiment. Type each 
item in the appropriate box and either click the “Search and Add” button or press the 
"return" key to locate it in the database: 
 

 
 
When searching, you can enter the first part of a word. For example, if you enter 
“spat” and click the "Search and Add" button, “spatula” will be automatically entered.  
If there are several options that match the letters you have entered in the text box, a 
list will come up and you can click the appropriate option to be automatically entered. 
You can also search with chemical formulae. For example, “hcl” will find 
“hydrochloric acid” at its various concentrations (along with a few oxychloro acids).   
 
If you cannot find an item of equipment, a chemical or a living organism in the 
database, enter it in the “Other Items” text box at the end, along with any known 
potential hazards and standard handling procedures.  
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When you have completed the form, click “Generate Risk Assessment >”. You will 
then see the resulting risk assessment with information on equipment, chemicals and 
living things incorporated from the RiskAssess databases. The image of the one below 
has been cut short to save space in the guide - it has further sections. 
 

 
 
Review the risk assessment. If you want to change anything, click the “Author’s 
Update” button at the top. This takes you back to the form, and you can fix any errors 
or omissions. “Author’s Update” should not be clicked to re-use the risk assessment 
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for a different day, or for a different teacher. “Create Modifiable Copy” should be 
used for this. See the Re-using and Sharing Risk Assessments section later in this 
document for more information. 
 
The Actual Risk Assessment 
You carry out the actual risk assessment when you consider the risks listed under the 
heading “Risk assessment”. 
 
 

 
 
 
Your personal knowledge, all the database information and the “Knowledge”, 
including the MSDSs for chemicals, provide the basis for your risk assessment. You 
must carry out a risk assessment for the actual tasks you are going to do. A teacher 
assesses the risks for the experiment in the classroom; a laboratory technician assesses 
the risks of preparing the package of equipment, chemicals and living things for the 
class, and then disposing of chemicals and equipment afterwards. It is not possible to 
do a risk assessment for another person. RiskAssess is a tool that provides 
information, a template and a structure in which you may do your risk assessments. 
 
The risk assessment follows the Australian/New Zealand ISO Standard AS/NZS 
31000:2009. When you identify a risk from the checklist, you need to consider its 
“likelihood” and its possible “consequences”. The “severity” of the risk is assessed 
using the School’s risk matrix (also known as risk level matrix). Click the “School’s 
risk matrix” link for sample risk matrices and further information.  
 
You can also see the standard for more details. It is recommended that your school 
obtain a copy of the Standard and the Risk Management Guidelines HB 436:2004, 
and that persons carrying out risk assessments be familiar with them. The 
Australian/New Zealand standard may be obtained from Standards Australia Ltd (at 
http://www.standards.org.au). 
 
The logic of the risk assessment process is as follows: 
 
First of all, you assess the “inherent level of risk”, that is, the risk level without 
control measures. Control measures are measures put in place to make an activity 
safer. Click the appropriate button: "Low risk", "Medium risk", "High risk" or 
"Extreme risk". 
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If the inherent level of risk is “low” for both the classroom experiment (teacher) and 
the preparation/cleanup (laboratory technician), the risks can be managed by routine 
procedures in the classroom/laboratory. Both the teacher and laboratory technician 
should complete the certification section to state that the risks are “low”. 
 
If the inherent risk is “medium” or greater for either the classroom experiment or the 
preparation/cleanup, you must enter control measures in the appropriate text box and 
you must click on "Save Control Measures" to save the control measures in the risk 
assessment form. You can edit your entry or add control measures by clicking 
"Update Measures". Remember to click "Save Control Measures" each time you 
complete an entry. Sufficient and appropriate control measures must be put in place to 
reduce the risk level to “low risk". Both the teacher and laboratory technician should 
complete the certification section to state that the risk level has been reduced to "low 
risk". 
 

 
 
 
If the classroom component of the experiment has a “high” or “extreme” level of 
inherent risk, additional approval must be obtained from an authorised person. Click 
on “authorised person” for details. 
 
 

 
 
As classroom experiments with a “high” or “extreme” level of inherent risk have the 
greatest potential to cause injuries, it is important that an authorised person check that 
adequate control measures have been put in place to reduce the risk level to "low 
risk". In this case, signatures of the teacher, the laboratory technician and the 
authorised person are required, prior to the risk assessment being archived. 
 
When you first generate a risk assessment, no inherent risk level is assigned. Once 
you choose an inherent risk level, the form will automatically change to show only the 
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relevant control measures and signature boxes. Even if you are printing the form 
rather than using electronic signatures, we recommend you select the inherent level of 
risk and enter control measures (if required) using RiskAssess, as this will decrease 
the number of pages you will need to print. 
 
Review 
To keep track of modifications, problems or ideas about experiments, a button for 
“Add Review Notes” is provided at the top of the page. A new window will appear 
and you can enter your notes and click "Save Notes". 
 

 
 
You can update the review notes by clicking "Update Review Notes", entering 
changes and clicking "Save Notes" button. 
 

 
 
Each time you press the “Save Notes” button, the information entered here is stored 
with the risk assessment and is available whenever the risk assessment is viewed 
again (e.g. for review and update the following year or when another member of staff 
is planning to copy the risk assessment for another class). 
 
Re-using and Sharing Risk Assessments 
Once you make a risk assessment for a particular experiment, for a given room, 
period and date, it is stored on the RiskAssess system. This risk assessment should not 
be modified ever again, even if you are doing a similar experiment. Instead, a copy of 
the risk assessment should be made using the “Create Modifiable Copy” button. This 
new risk assessment will have all of the information that the old one had, and can be 
customised with any changes in procedure, and the correct scheduling information 
relating to room, period, date etc. This approach allows you to use the automatic 
laboratory ordering and scheduling system, and complies with the legislation, as you 
are signing a risk assessment of the exact practical you are performing (i.e. for a 
particular period, on a particular day, in a particular room). The RiskAssess system 
makes it very quick and easy to copy and customise existing risk assessments to save 
you time. 
 
You can re-use risk assessments that you or other staff at your school have created. 
First, find the risk assessment you want to copy. If it was one of the last 5 risk 
assessments at your school, you will see it in the “Recent Risk Assessments” box on 
the home page. Otherwise, you can find it using the “Risk Assessment Search” box on 
the home page. Once you have found the relevant risk assessment, and read the 
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Review Notes (if present), click the “Create Modifiable Copy” button at the top of the 
page.  
 

 
 
You will then have your own copy of the risk assessment, which you should review 
and customise to suit your own experiment; you can also enter relevant scheduling 
information (room, period, date, etc).  This process satisfies the legal requirement to 
regularly review and update risk assessments. It allows the teacher and laboratory 
technician to comply with legislation by showing they have performed and signed a 
risk assessment of the particular experiment they will be doing at a specified time and 
place. 
 
Laboratory Scheduling 
From the home page, you can choose to view the laboratory scheduling for different 
time periods. 
 

 
 
The laboratory scheduling screen is a day-by-day view of future or previous 
experiments. It shows summary information about each experiment, and also provides 
a link to the full risk assessment for further details and/or electronic signing. As soon 
as a new risk assessment is entered in the system for an experiment, it will 
automatically show up in the scheduling screen. 
 

 
 
In many schools, teachers prepare risk assessments and then send them to laboratory 
technicians for review, signing and preparation. The scheduling screen helps this 
process by giving the laboratory technicians an up-to-date list of experiments that 
they can review, sign and prepare. Since laboratory technicians can do all this all from 
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the scheduling screen, it is generally not necessary for teachers to email risk 
assessments to laboratory technicians, or notify them by other means.  
 
There is also a “Prepared?” tick box marked in red above. The tick box is designed to 
help laboratory technicians keep track of which practicals they have already prepared, 
and which still need preparation. The tick box also helps teachers by giving them a 
way to easily confirm that their practical request has been received and prepared. 
 
It can often be beneficial to have a ‘cut-off time' for practicals to be lodged in 
RiskAssess (e.g. one or two days before the practical), to allow the laboratory 
technicians time to prepare in advance, and get an accurate listing of upcoming 
practicals. In rare cases where the ‘cut-off time' was missed, teachers may still email 
the risk assessment to laboratory technicians to ensure that they are aware of it (it will 
also show up automatically on the scheduling screen). 
 
In schools where laboratory technicians initiate the risk assessments, the scheduling 
screen is still useful to help co-ordinate preparation and to give a calendar view of 
upcoming risk assessments. 
 
It is also possible to see a view of previous risk assessments by choosing “Last 
Week” from the “Show schedule for:” list. This window becomes available when you 
click any of the scheduling options. 
 

 
 
Ways to Use RiskAssess at Your School 
Either the teacher or laboratory technician can create the risk assessment in 
RiskAssess. Both of them need to review and sign the risk assessment. As each risk 
assessment has fields for equipment and chemicals for preparation, scheduling details 
and notes, it also acts as a good communication tool between teachers and laboratory 
technicians. There are several recommended approaches for using RiskAssess 
effectively at your school. 
 
Paper Based (Good Starting Point) 
You may choose to print each risk assessment and have the teacher and laboratory 
technician sign it with a pen, and then file it. This is a good starting point, but takes 
additional time and paper.  
 
You can use the “Print” button at the bottom of generated risk assessments to print 
directly from the web page. For high quality printing, click “Save / Print PDF” and 
then print from the PDF document. The “Email”, “Print” and “Save / Print PDF” 
buttons are at the bottom of the generated risk assessment, since they are generally 
used after reading the risk assessment (you may need to scroll down to see them).  
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Note that using a paper based workflow still allows you to use the “Laboratory 
Scheduling” screen to see a day-by-day view of upcoming and previous practicals. 
 
Electronic Documents Stored on the RiskAssess System (Recommended) 
Using electronic documents saves time and paper. You can choose to sign the risk 
assessment electronically by clicking the “Sign Electronically” button. 
 

 
Both the teacher and the laboratory technician need to sign each risk assessment.  
If the classroom component of the experiment has an inherent risk level of “high “ or 
“extreme”, additional approval is required from an “Authorised person” 
 

 
  
Usually, after creating a risk assessment, you would sign your part electronically. You 
then need to let the other person(s) know about the risk assessment so that they can 
review and sign it. There are two alternative approaches to do this: 

1. Risk assessments are automatically included in the “Laboratory Scheduling” 
screen. This means that if teachers usually create the risk assessments, they do 
not need to tell the laboratory technicians about each one. Instead, laboratory 
technicians, who are using the “Laboratory Scheduling” screen, will see the 
risk assessments there, and can check and sign them (see “Laboratory 
Scheduling” above for more information”).  

2. Alternatively, you can send the risk assessment by email to another person for 
checking and second (or third) electronic signing. For example, if laboratory 
technicians generally create the risk assessments, they can then email them to 
the appropriate teacher (or vice versa). The risk assessment can also be 
emailed to the authorised person, if required. When a person receives a risk 
assessment by email, it includes a hot link in the email to go directly to the 
risk assessment in the RiskAssess system, making it quick and easy to sign 
electronically. 

 
When two electronic signatures (or three, in a case where the inherent risk is "high" or 
"extreme") have been attached to a risk assessment, the risk assessment is 
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automatically stored in the RiskAssess system as an archival electronic document in 
PDF format. It may not be further modified and is a valid document for legal 
purposes.  
 

 
It is not necessary to print the electronic document, although we recommend you store 
a copy of the risk assessment on your computer as an additional back up. You can 
download the risk assessment by clicking the “Save/Print PDF” button, so you can 
move or copy the file to a subdirectory or folder for archival purposes. 
 
To help you track which risk assessments have been signed electronically, different 
icons are used whenever risk assessments are listed: 
 

  
Has not yet been signed electronically by all required parties and can be updated 
with “Author’s Update”. 
 

  
Has been signed by all required parties, and can no longer be updated. It can still 
be re-used and customised using “Create Modifiable Copy”. 
 

 
 



 13 

Long-term Storage of Risk Assessments 
Risk assessments are stored on the RiskAssess system in as secure a manner as we 
can arrange. RiskAssess operates from a server in Australia, with continuous backup 
to a server in the USA. Both servers are backed up by their providers. In addition, we 
carry out regular backups to a computer in Australia, which is also backed up. While 
we can give no legal guarantee that RiskAssess will preserve your data, we have made 
the system as secure and long-lived as we can. We will do our utmost to ensure long-
term data storage, but we cannot legally warrant that RiskAssess will forever store 
your records. We recommend that you save your risk assessments on your own school 
system, as an additional backup. 
 
Contact the Team 
If you have questions or suggestions, please contact us. 

Dr Phillip Crisp  
for general discussion and feedback 
phillip@ecosolve.com.au 
+61 (0)2 9415 8677 

James Crisp  
for technical issues and computer questions 
http://jamescrisp.org/contact/riskassesscontact/ 

 


