Entering a S.A.R.A.H

Introduction:

The Event Risk Management Module has been designed to record health and safety planning
of events, off campus activities and research projects. Each page of the ERMP assists users
through important OHS requirements such as a communications plan, itinerary, emergency
contacts. You can also utilise risk assessments already prepared by the University on common
tasks or link your plan to risk assessments from the WHS Risk Register Module. The plan can only
be seen by you as the Risk Owner, the Risk Approver and anyone you invite to see it. Your plan is
submitted to the ERMP approver for review and approval.

Method:
Step 1. Go to your my.monash home page and select the OHS tile (or for HDR students select
the HELP tile)

Generate your MFA backup codes now Calendar Employee Self Google Drive Moodle
in case you need to reset your Monash Service (ESS)
account.

Find cut more

Important dates Shuttle bus

5Dec Results: released for semester
two (52-01)

8Dec Last day to withdraw from
Novernber intake (NOV12)...

8 Dec Census date for teaching
period: November intake

9 Dec Course transfers: semester one
2023 offer...

9 Dec Re-enrolment (late): ends for
2023

More dates >

Teaching & Expenses & HR & employment Monash Lens
learning purchasing

Step 2. Select the “Event Risk Management Planning” from the list

| want to
Access SARAH/+ Access information Get training
Report a hazard or incident A-Z of health and safety OHS training
Conduct risk assessments Chemwatch - safety data sheets Staff OHS induction (mandatory)
Event risk management planning Defibrillator locations
Conduct workplace inspections OHS contacts
Modify safety role allocations OHS intranet
Feedback and support
Manage pre Nov-22 hazard/incident in
J

\ SARAH
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Step 3. To create a new event plan select the New Tab at the top of the screen. Page 1 of the
ERMP will be displayed.

, 5 Home [‘?Mxmsks 1) Ecedback ™ New Experience ﬂg 0
B YW & = & & Event Risk Management Plan Register
New ilter Refresh Print Export Help

Showme|20 v |items per page

Event Risk Management Plan Leader Event Risk Management Plan Name

Step 4. Answer the questions on pages 1-5 where relevant, selecting the next arrow on the top
menu to proceed to the following page.

Page Tincludes the following:

* Event Risk Management Plan name

» Event Risk Management Plan Description (Give enough description for the Risk Approver to
understand the scope of the event and level of risk.)

» Event Risk Management Plan Dates (Proposed date of departure and return)

» Event Risk Management Plan types (Digital event, major Off campus Event > 3000 people,
Off-Campus event, On campus event, Other, Research Project)

» Event Risk Management Plan Approver (List the name of the person who has authority to
approve the RA)

» Communications person ( Nominated campus representative who will be contactable for
welfare checks and reporting your status)

» Please respond ( Verification that you have agreed on a communications plan with your
communications person E.g. call in Morning, midday and evening at agreed times.)

Example 1: Information entered into page 1 of the ERMP online tool.

e ; . S.ARAH.
X, MONASH University Safety and Risk Analysis Hub :
£ Home [y Tasks 1 Fescback 1% New Experience ] Logo
CQ ® ® H <& Event Risk Management Plan Details
Cancel __Previou: Draft Help Page 1 of

s Next
Event Risk lan

Event Risk Management Plan Description

Event Risk Management Plan Name B e
Event Risk Management Plan
[ ] © (ie Snow Trip)
Event Risk Management Plan Description
9 Enter a detailed description for

Create a Field Trip vwr: Event Risk Management

Pla

<

Event Risk Management Plan Type

: Select the Type that best
% ©® Lz (] describes your Event Risk
© Major On-Campus Event (>3000 psople per day) Management Plan
O Off-Campus Event
O On-Campus Event (<3000 people per day)
© Other
FAQ (O Research Project

Event Risk Management Plan Dates

o Start Date i o Entter the start and end
B dates for your Event Risk
End Date ] o Management Plan
Event Risk Management Plan Approver
- Name - Email Phone Number T
[ | el [ J [ | authority to approve the fisld
Event Risk Management Plan

\ y,
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: : S.ARAH.
MONASH Uan@rSlty Safety and Risk Analysis Hub

iy Home [ My Tasks % Feedback I New Experience ] Lo
pe . E .
e ® ® H Event Risk Management Plan Detail
Cancel __ Previous Next Draft Help Page 1 of
EventRisk tan
L 1]
Event Risk Management Plan Type
s . Select the Type that best
% @ [EpimiEE (] describes your Event Risk
© Major On-Campus Event (>3000 people per day) Management Plan
Create 2 Field Trip @ (EEHELD
© On-Campus Event (<3000 people per day)
© Other
O Ressarch Project
Event Risk Management Plan Dates
WS StartDate [ 4] Enter the start and end
EE dates for your Event Risk
End Date: [ ] Management Plan ‘

Step 5. Enter information into page 2 of the Event Risk Management Plan

Enter all activities undertaken. Use the drop down selection in the activities table to identify any
activities listed that may be relevant to your off campus activity. For every activity you select
you will notice that the Risk Assessments table below will become populated with relevant risk
assessments that have already been created and approved by the University OHS Manager.
These risk assessments detail the specific minimum requirements set by Monash University for
that activity. A list of all centrally managed risk assessments are available on the OHS website.

Selecting Risk Assessments from the WHS Risk Register.

You can search for risk assessments that have been created in the WHS Risk Register Module
that are relevant for your event and attach them to your plan. (Select: Find Risk Assessment)
E.g. A risk assessment that details how you will conduct sample collection or conduct other
testing whilst in the field or specifically for use of a local area vehicle.

Creating New Risk Assessments in the WHS Risk Register.

You can also select the Create Risk Assessment tab, which will take you to the WHS Risk
Register and enable you to create a new RA that once approved can be added to your ERMP
by selecting the Find Risk Assessment tab.

« Go to the next page by selecting the next arrow at the top of the page

Example 2. Page 2 of the ERMP online tool.
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f5 Home [+ My Tasks 1| Feeaback 1% Hew Emmﬁ
Activity Identifica
pag|

Select all the Activities undertaken

Activities
c‘:\
# Catering
[ Provision of alcohol (includes BYO)
Provision of food

# Digital Participation

% Emergency preparedness
Emergency preparedness
) First aid at remote locations
) First aid at rural locations

Risk Assessments.

E % COVID-19 management

[ ] 35023-Minimum requirements for a return to campus activities during the COVID-19 pandemic

Create
e
] 10532-Minimum requi for general and ication (v1.0) ©
* Provision of food

[T 10580-Minimum requirements for the provision of food during events (V3.0) &

Please Respond

Copyright Disclaimer Privacy ContactUs

IMPORTANT! You must read and understand the content of the risk assessments selected and
acknowledge that you will comply with the minimum requirements listed. (Tick the box) r

Please Respond

@ | have spoken to the nominated Communication Person and we have agreed on the Communications Plan for this Event Risk Management Plan.

Step 6. Enter details of those participating in the off campus activity on page 3 of the ERMP.
Note: It is not mandatory to enter the personal contact details of the participants and
emergency contacts in the ERMP if the communications person or another authorised person
has been provided with this information prior to the off campus activity being conducted.

Example 3. Page 3 of the ERMP online tool.


https://www.monsupeninsula.org.au/

Entering a S.A.R.A.H......

( f3Home [ My Tasks 1 Feedback 1% New Experience ] Log:
Q@ ® & K E Person's Undertaking Event Risk Management Plan
Cancel Previous Next Draft Add Class  Sample Help Page Jof 5
Event Risk Plan

Event Risk Management Plan Leader

Name Email Phone Number - 5
P | L ol I
Plan.
Business Unit
|Monash Student Union MONSU Peninsula |
Contact Contact Number
A Name Email Phone Number Emergency Contact ‘Contact Number
\ & \ i i I |l

First Aider
& Name Email Phone Number Emergency Contact  Contact Number
( [ A [ I I I Jier]
Participants
Extended Role Employee ID Email Phone Number Emergency Contact Contact Number
~sasctamon ]| I | | I JielX
[[£] [-selctaRole~ v I I I I
\ 7] [=selectaRole~ ] I Il Il I

Total Number of Participants

number of

Minimum number of participants
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Step 7. Enter the Off Campus activity
Example 4. Example information on page 4 of the ERMP

S, MONASH University SARAH.

Safety and Risk Analysis Hub

Information

f5Home [phy Tasks ) Feecback = New Experience J Logout

- e .
@ @®@ @ H . Event Risk Management Plan Itinerary / Comms Plan
Cancel  Previous Help Page 4 of 5
Event Plan
Event Map Journey Details
Event Risk Management Plan Details
I ~| ~
Map  satellite s Start Date/Time 291172022 (=] [2pm ~][o0
Start Location [ Moorooduc Huy, Frankston VIC 3199, Australia [2
Highest Risk Activity |~ Select Activity — vl
Create a Field Trip End Date/Time (291112022 ENIRI S
End Location [Moorooduc Hwy. Frankston VIC 3199, Australia
Reporting Details
Is Reporting Method
sh required ? [Yes ]
sity
Peninsula Reporting Method | Email ~|
Campus
Reportin Date/Tme | (B8] [2pm ~][0 v
Monash Book
& Merchandise Store... ﬁx Time Zone | Australian Eastern Standard Time (AEST) ~|
Book Shop
Report To Clubs & Admin Coordinat .

Frequency | At the conclusion of activities ~|

Non-Contact Response (Optional)

Field Contact Name
Google

Terms of Use R In-Field Contact Number

Moorooduc Hy, Moorooduc Hwy.

Clubs & Admin Atthe conclusion of
2911112022 14:00 Frankston VIC 3199, COVID-19 management  29/11/2022 14:00 Franketon VIC 3169, 26/11/2022 1400 (AEST) sl Email R
tralia Australia
Moorooduc Hwy, Moorooduc Huy, E
\ 7 Emergency Clubs & Admin Atthe conclusion of
291112022 14:00 i St i 2911112022 14:00 e 0 R reelni Email e

Start Location Highest Risk Activity End Date/Time Report in Date/Time Reporting Method

Reporting Frequency | Field Contact Name In-Field Contact

Moorooduc Huwy, Moorooduc Huy,

29/1112022 14:00 Frankston VIC 3199,  COVID-19 management  29/11/2022 14:00 Frankston VIC 3199,  29/11/2022 14:00 (AEST) C'é’::,ﬁir““:t';"i“ Email et '"Ea;"icﬁ:::“’” al
Australia Australia
Mooroaduc Huwy, Moorooduc Hiy, = :
29/1112022 14:00 Frankston VIC 3199, E"’::g::g i 29/11/2022 14:00 Frankston VIC 3199,  29/11/2022 14:00 (AEST) Cg‘s’:’ﬁir‘:‘:‘;‘:‘[‘“ Email L maﬂi‘é’;].‘;g:"’" ar
Australia prep Australia
Mosrooduc Huy, Moorooduc Hwy, = -
9/11/2022 14:00 Frankston VIC 3169, Provision of food 201112022 14:00 Franksion VIC 3189, 29/1112022 14.00 (AEST)  Cpaps & Admin Email Ao cendlilon of
Austiala

Step 8. Enter information about the mode of transportation on page 5 of the ERMP. Also add
notes and attach any other important information relevant to the off campus activity.
Example 5. Example information entered into page 5 of the ERMP.

£ Home: [ My Tasks

eedback 1% New Experier

L. Vehicle & Attachments|
Help Page 5 of 5§
Event Risk Plan
B 4 Add a Vehicle
Vehicle Type Vehicle Sub Type Model Color Registration Number State

Attachments

1 Click to add an attachment
o e e e ey

Notes

¥ Click to add a note
P S S K

. J
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Your plan will then be saved into your My Drafts folder. You can revisit you plan and make
updates at any time, remember to save the changes! When ready for consultation with

your risk assessment team, select the Peer Review Icon command and select your team
members. They will receive an email that they have a Risk Assessment to review. Use the icons
in the command menu. See description of commands table for more information.

Step 9. Save your ERMP into by selecting the Draft button at top of the menu tab.
Draft

Example 6. Example of listing of the ERMP in the My Drafts folder.

i Home [Z+My Tasks F) Feedback ™ New Experience Jgff LO
PRI ¢ Event Risk Management Plan Registe
Back New
Event Risk Management Plans
[rive JORR| A1 ] wwivod [y oo oviews |_invic_| Show me 20 flems por o

Risk Assessment
.“ Start Date. End Date Status Event Risk Management Plan | eader Event Risk Management Plan Name __ Commands
Current | Residual
v 0 BIIDE

Evenﬁ [<3ﬂl}0 2911172022 30/1112022 Elise Redmond
e

DESCRIPTION OF COMMANDS:

View ERMP - To open and read the ERMP

Clone ERMP -You can make a copy of the ERMP which will be sent to your “My Drafts” folder in the ERMP Module.

PEER Review — You can select members of the risk assessment team to review the ERMP.

Delete - You can delete your ERMP

View Communication Plan- As prepared in the ERMP. ( You can add more information if needed as an attachment or in the notes section)
Print ERP

Review Notes — You can read feedback on the ERMP and see who has accessed the ERMP.

Invite others to see the ERMP, such as the participants with safety roles.

LD@EXTEN

Step 10. Finalisation of the ERMP

Once your plan has been reviewed and updated, you can submit it to your ERMP Approver by
proceeding to page 6 and following instructions. If approved your ERMP will be listed in the
ERMP register. If rejected it will be returned to your "My Drafts” folder for review.

( ZHome My Tasks I Feedback = New Experience ﬂm“
E © & Q @ 'F AR ] Request a Event Risk Management Plan
Back Previous Next Attach Help

Event Risk Plan Au\‘m! NIBD“

s
o You are about to request a Event Risk Management Plan

To complete this process, please follow the instructions below

To submit your request, click the Q button (lacated on the toolbar).

To review your information click the @ button (located on the toolbar)
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