
 
 

A Step-by-Step Guide of the Work Health and Safety Compliance 
Process for Staff, HDRs and Visiting Researchers 

 
Prepared by: School of Engineering Work Health and Safety Committee 

Updated on: September 2022 
 

Step 1: Complete the online ECU WHS training 

• When, where, and how  
To be completed online as soon as possible after your enrolment, and renewed every two years. 
http://www.ecu.edu.au/centres/human-resources-service/our-services/occupational-safety-and-health-training  

• Record keeping  
After completing the online training, save the certificate (an example is attached in Appendix I) and email 
it to your principal supervisor, the appropriate school WHS Representative, and school admin team. 
(seadmin@ecu.edu.au). 

 

Step 2: Complete Lab Induction(s) 

• When, where, and how  
Before you are allowed to have card access to any lab, you must receive an WHS Induction of that lab. 
Please contact your principal supervisor to direct you to a relevant technical support staff, who will 
arrange an onsite lab induction session for you (or a group of students including you). Follow the 
instructions from the technical support staff to complete the induction.  

• Record keeping  
You must sign an acknowledge form after the induction. The signed form is to be kept in the school admin  
office, and an electronic copy kept by the technical support staff (an example is shown in Appendix II). 
The completed induction form will be required to grant access to the appropriate laboratories. See 
General Lab Induction Document: Procedure to Access Engineering Laboratory Facilities. 

• Equipment  Training 
You must not operate any equipment unless you gave received the appropriate training Use of 
equipment should be addressed in your risk assessment.  Any equipment manufactured and or modified 
by SENG must be approved before use.  

Step 3: Complete a Project Risk Assessment – ‘RISKWARE’ 
• When, where, and how  

Before you are permitted to undertake any experimental activity, you must complete an activity Risk 
Assessment within the ECU RiskWare online system, which needs to be approved by your principal 
supervisor and peer reviewed by an WHS Representative (see table in Procedure to Access Laboratory 
Facilities) . Additionally, if your experiments involve the use of hazardous substances of radiation and 
biosafety concerns, in particular those identified as or suspected of being carcinogenic, mutagenic and 
teratogen, you must utilise the RBHSC module within the ECU RiskWare system and receive, approval 
from the ECU Radiation, Biosafety and Hazardous Substances Committee (RBHSC) before you are 
permitted to carry out the experiments.  
 
If your lab activities over a period of time deviate from your original plan, you must revise your Project 
Risk Assessment form within RiskWare, and seek approval again from your principal supervisor, and 
review by an WHS representative, and/or approval from the RBHSC. 

http://www.ecu.edu.au/centres/human-resources-service/our-services/occupational-safety-and-health-training


 
 

 
Here is the link to the ECU RiskWare system where you log in with ECU details. 
 
https://www.riskcloud.net/prod/default.aspx?ccode=ecu 
 
 
 
If during the course of your experiments there is a requirement to work after normal business hours, and 
you are working alone, then a separate ‘Working Alone Risk Assessment’ must be completed. 
Click the following link for details on completing and submitting the Working Alone Risk Assessment. 
http://intranet.ecu.edu.au/__data/assets/pdf_file/0003/653835/Working-Alone-Guidelines.pdf 
 
Important – If working alone, no Hazardous Substances are to be used which are identified within the 
ChemAlert system. If you need to work with Hazardous Substances after hours, then two people must 
be in attendance and the NowForce App must be used to advise ECU Security. 
 
The NowForce App must be used for advising ECU Security that you are working alone once the Working 
Alone Risk Assessment is approved.   
 
This is the NowForce App link. 
 
https://intranet.ecu.edu.au/staff/news/overview/2018/06/nowforce-security-app-an-easier-way-to-work-alone 

• Approvals  and record keeping  
Your Activity Risk Assessment within RiskWare and Working Alone form if applicable, are to be drafted 
by you, approved by your principal supervisor, and reviewed by an OSH Representative, before 
commencing any work. At this stage the Risk Assessment will be highlighted as ‘Live’ within the RiskWare 
system. 

 

Step 4: Complete Hazardous Substance Risk Assessment – ‘CHEMALERT’ 
• When, where, and how  

Before you are permitted to use or purchase -any chemicals or Hazardous Substances, you must carry out 
a Hazardous Substance Risk Assessment within the ChemAlert system which must be approved. You need 
to click the following link. 
 
https://chemalert.rmt.com.au/edithcowan/admin/calogout.do  
 

- Login as “Anonymous User” 
- Search the Hazardous Substance you need 
- Click on the actual product from your preferred supplier 
- Click ‘Classifications’ from left  
- Click “report/labels” on the right of the panel 
- Click “product risk assessment template” 
- Click “detailed assessment” and then “view/print” 
- Save the pdf file 
- Open the pdf file, and then complete using pdf editor 

 
An example chemical risk assessment template for Ethanol is attached in Appendix III.  

https://www.riskcloud.net/prod/default.aspx?ccode=ecu
http://intranet.ecu.edu.au/__data/assets/pdf_file/0003/653835/Working-Alone-Guidelines.pdf
https://intranet.ecu.edu.au/staff/news/overview/2018/06/nowforce-security-app-an-easier-way-to-work-alone
https://chemalert.rmt.com.au/edithcowan/admin/calogout.do


 
 

• Signatures and record keeping  
The completed Chemical Risk Assessment for each chemical/Hazardous Substance is to be signed by 
yourself, your principal supervisor and reviewed by an WHS Representative. If approved, the WHS 
Representative will add the record in the ChemAlert database. Your completed and approved ChemAlert 
Risk Assessment must be attached to your Activity Risk Assessment in RiskWare as an electronic 
attachment.  
 

• Hazardous Substances marked as ‘RED’ or with GHS Signal Word ‘DANGER’ must be approved for use by 
the RBHSC at ECU through the RiskWare system, therefore it is very important that you identify the 
correct ChemAlert category and classification of the Hazardous Substance to determine the correct 
application approval process to be followed.  
………………………………………………………………………………………………………………………………………………………….. 
 
I hereby acknowledge that I have understood and will comply with the above procedures 
relating to the WHS compliance requirements when undertaking experimental work in 
the school as part of my research projects. 
 
 
NAME:………………………………………………….  SIGN: ……………………………………………….    DATE: …………….. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
APPENDIX 1 
 
 

 
 

 

 

 

 

 

 

 

 

 



 
 

APPENDIX II 

               



 
 

 

APPENDIX III 

 



 
 
 

 

 

 

 


