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Definitions: 

Definitions and wording below are stated in the singular and apply to the plural. 

AKA is an acronym for the Australian Kinesiology Association Inc. 

AKA Witness means any person employed by the Australian Kinesiology Association Inc. or 
a current member of the AKA Management Committee, authorised to witness another 
person’s signature. 

Association means the Australian Kinesiology Association Inc. 

Australian Kinesiology Association Inc. is the Association of Members who practice 
kinesiology. Also referred to as Australian Kinesiology Association, the Association, AKA, or 
AKA Inc. 

Breach of Confidentiality means restricted and/or sensitive information or material has been 
shared outside of the boundaries set by the Australian Kinesiology Association Inc.’s policies 
and documents including the Confidentiality Policy, Procedure, & Agreement, and any 
Memorandum of Understanding, Terms of Reference, or Contract between the Australian 
Kinesiology Association Inc. and any engaged entity. 

Complaint means an expression of dissatisfaction made to, or about the Association, its 
Members, Staff, or its services, or the handling of a complaint where a response or resolution 
is explicitly or implicitly expected or legally required. (AS/NZ 10002:2014). 

Complaint Handling Management System means all policies, procedures, practices, staff, 
hardware, and software used by the Association in the management of complaints. 

Conference refers to an event to be delivered for the Australian Kinesiology Association Inc. 
This event may be face-to-face, online, or a combination of both. 

Conference Coordinator means the person/s responsible for the management and delivery 
of both in person and online conferences for or on behalf of the Australian Kinesiology 
Association Inc. 

Confidential Information means all data and business relating to the Australian Kinesiology 
Association Inc., that is understood to be of private nature, that is shared with any other entity. 
Information considered private includes, but is not limited to: 

• Member information; 

• Association information including membership information, business operations and 
financial information; 

• Intellectual property; 

Consequences (as applicable to Workplace Health & Safety Risk Management) refers to 
outcomes outlined in the Risk Assessment Rating Table. 

Contract means an agreement between the Australian Kinesiology Association Inc. and any 
other entity outlined in writing in any capacity, including but not limited to: 

• Minutes of a General Meeting; 

• A contract; 

• Email correspondence between the parties. 

Contractor means a person or entity engaged by the Australian Kinesiology Association Inc., 
for the purposes of completing a project for an on behalf of the Association. This role may be 
in a paid or unpaid capacity. May also be referred to as a Service Provider, entity, sub-
contractor, business, organisation, etc. 
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Correspondence means any written communication, including but not limited to, emails, 
notes, letters, texts, electronic communications, social media comments, etc. 

Current Year refers to the year specified for the date that an event, such as the annual 
conference, is to be held as outlined in a document, such as a Memorandum of 
Understanding, Terms of Reference, etc. It is understood that for some events, preparation 
may take more than one year to organise. 

Dispute means an unresolved complaint, escalated either within or outside of the 
Association. 

Electronic Vote – see Technology Vote. 

Engagement of Services relates to the engagement of an entity to perform a task, project, or 
event, etc., or form a sub-Committee, for defined purposes, for and on behalf of the Australian 
Kinesiology Association Inc. 

Entity means an individual, a group of individuals, Member, business, agency, contractor, 
sub-Committee, etc., engaged in services for or on behalf of the Australian Kinesiology 
Association Inc. May also be referred to as a Service Provider, contractor, sub-contractor, 
business, organisation, etc. 

Feedback (as applicable to Complaints Handling) means opinions, comments, and 
expressions of interest or concern, made directly or indirectly, explicitly or implicitly, to or 
about the Association, its services, or complaint handling system, where a response is not 
implicitly or explicitly expected or legally required. 

Grievance (as applicable to Complaints Handling) means a clear, formal written statement by 
an individual staff member about another staff member, or a work-related problem. 

Hazard (as applicable to Workplace Health & Safety Risk Management) refers to a situation 
or thing which has the potential to harm a person. 

Hierarchy of Risk Control (as applicable to Workplace Health & Safety Risk Management) 
refers to the priority order for the types of measures to be used to control risks. 

Injury Management (as applicable to Workplace Health & Safety) includes workers 
compensation, claims management, recovery, and return to work activities that are covered 
by the Return-to-Work legislation. 

Likelihood (as applicable to Workplace Health & Safety Risk Management) refers to how 
likely something is to happen, as a result of a hazard. 

Management Committee refers to the Committee that Manages the affairs of the Australian 
Kinesiology Association Inc. Also referred to as the MC, or the Committee. 

Mediums (as applicable to Advertising) refers to In Touch magazine, social media outlets, 
Australian Kinesiology Association Inc. website, or similar platforms that are governed, 
managed, or administered by the Association, its staff, volunteers or other entities engaged in 
projects for or on behalf of the Association. 

Member means an individual or entity who has a membership with the Australian Kinesiology 
Association Inc. 

Memorandum of Understanding means an agreement that is signed between the Australian 
Kinesiology Association Inc. and the entity it engages for a task, project, event, sub-
Committee, etc. This agreement outlines the requirements and expectations of all parties in 
the undertaking and delivery of a project or task. 

Non-Member refers to anyone who does not have a membership with the Australian 
Kinesiology Association Inc. 
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Occupational Violence (as applicable to Workplace Health & Safety) refers to any incident 
where a person is physically attacked, abused, assaulted, or threatened in the workplace. 

Office Manager refers to the person employed by the Australian Kinesiology Association Inc. 
to manage and oversee the administrative affairs of the Association. Also referred to as OM, 
or Staff. 

Officer (as applicable to Workplace Health & Safety) refers to a person who makes, or 
participates in making, decisions that affect the whole or substantial part of the business or 
undertaking. 

PCBU (as applicable to Workplace Health & Safety) is an acronym for Person Conducting a 
Business or Undertaking as defined in the Work Health and Safety (WHS) legislation. 

Policy means a statement of instruction that sets out the parameters of the Association’s 
vision, mission, and goals. 

Procedure means a statement or instruction that sets out how the Association’s policies will 
be implemented and by whom. 

Project means an undertaking for or on behalf of the Australian Kinesiology Association Inc. 
Also referred to as a task, or event. 

Purpose of Engagement relates to the task, project, event, sub-Committee or similar, that is 
the reason for engagement of services, for or on behalf of the Australian Kinesiology 
Association Inc. 

Residual Risk (as applicable to Workplace Health & Safety Risk Management) refers to the 
risk rating, based on the risk matrix, after recommended control measures have been 
implemented. 

Restricted and/or Sensitive Material means material considered confidential by the 
Australian Kinesiology Association Inc. Dependent upon the nature of the task, project, event, 
or sub-Committee, etc. restricted and/or sensitive material requirements will be assessed by 
the Australian Kinesiology Association Inc. and outlined in the Memorandum of 
Understanding, Terms of Reference, or Contract. 

Risk (as applicable to Workplace Health & Safety Risk Management) refers to the possibility 
that harm (death, injury, or illness) might occur when a person is exposed to a hazard. 

Risk Assessment (as applicable to Workplace Health & Safety Risk Management) refers to 
the process of evaluating the likelihood and consequences (or severity) of injury, illness or 
disease arising from exposure to an identified hazard. 

Risk Control (as applicable to Workplace Health & Safety Risk Management) refers to the 
process of implementing measures to eliminate or minimise the risk associated with a hazard 
so far as is reasonably practicable. 

Risk Management (as applicable to Workplace Health & Safety Risk Management) refers to 
the process of hazard identification, risk assessment, implementation of appropriate risk 
control measures, and monitoring and review of their effectiveness. 

Service Provider means person/s engaged in performing a service for the Australian 
Kinesiology Association Inc. May also be referred to as a volunteer, contractor, sub-
contractor, entity, worker, etc. 

Staff means persons employed and paid a wage by the Australian Kinesiology Association 
Inc. for administration purposes. Also referred to as Office Staff, Staff, Employees, or Service 
Providers. 

Sub-Committee refers to a group of people engaged to perform a task as delegated by the 
Management Committee.  
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Technology Vote refers to a vote that has been completed on a form (either physically 
completed or electronically completed) either online, or sent via email to the Australian 
Kinesiology Association office for the purposes of voting on agenda items at a specified 
meeting. Also referred to as an Electronic Vote. 

Terms of Reference refers to an agreement between the AKA Management Committee and 
a sub-Committee, wherein the Management Committee have delegated duties/tasks, etc., to 
be performed by that sub-Committee.  

Volunteer means persons donating their time without expectation of payment of any sort, 
(e.g. wage, one off payment, payment in kind, etc.) to work on projects, Committees, sub-
Committees, events, etc., for and on behalf of the Australian Kinesiology Association Inc. May 
also be referred to as a Service Provider, entity, worker, etc. 

Worker A person who carries out work in any capacity, whether on-site or off-site, for the 
Australian Kinesiology Association Inc. including all volunteers, staff, contractors and sub-
contractors and their employees, suppliers, labour hire company employees, trainees, 
persons gaining work experience and volunteers. Also referred to as an entity, Service 
Provider, or Staff. 

Workplace refers to places where people work in connection with the Australian Kinesiology 
Association Inc., whether on-site or off-site, including work-related conferences, functions, 
client events, retreats, and social events. 
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Introduction 

The Australian Kinesiology Association Inc. will endeavour to minimise the risk, a particular 
operation poses to the Association, its Staff, Volunteers, or any other entity engaged for or on 
behalf of the Association, as well as the general public (where applicable). 

Purpose 

These procedures document the process for the identification, assessment, and control of 
workplace health & safety hazards, and their associated risks in accordance with legislative 
requirements and the Australian Kinesiology Association Inc.’s Workplace Health & Safety 
Policy & Procedures. 

Scope 

These procedures apply to all staff, workers, volunteers, contractors, and any other entities at 
all workplaces as utilised from time to time by the Australian Kinesiology Association Inc. 

Policy 

As per the Workplace Health & Safety Policy & Procedures, the Australian Kinesiology 
Association Inc., as a PCBU, has a duty to provide a safe workplace for its staff and 
volunteers, a safe environment for engaged entities, and a reliable development path for the 
Association. The Australian Kinesiology Association Inc. will put procedures in place that will 
as far as reasonably practicable, ensure that risks are minimised, and their consequences 
averted. 
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Risk Management Process 

Process Summary  

An overview of the risk management process is summarized in the diagram below and then 
further explained in the following sections. 

 

Hazard Identification  

A formal hazard identification process must be completed for all activities undertaken by the 
Association, where there is a potential for health and safety risks, including: 

i. when planning work processes; 

ii. when planning events, conferences, and other similar activities; 

iii. before setting up and using a workplace; 

iv. when planning changes to the workplace e.g., new buildings, alterations to existing 
buildings, renovations, maintenance, repairs, and minor modifications (if applicable); 

v. before purchasing, hiring, leasing, commissioning, or erecting plant or equipment; 

vi. when responding to workplace incidents (even if they have caused no injury); 

vii. when responding to concerns raised by workers, volunteers, contractors, health and 
safety representatives (where applicable), and others at the workplace; and 

viii. whenever changes are made to the workplace, system, or method of work. 

Each relevant area of operation such as workplaces utilised from time to time and conference 
coordinating, must maintain the following: 

i. Workplace Health & Safety risk profile; 

ii. Register for all hazards in the area, covering all plant processes, activity, or tasks; and 
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iii. Hazardous Chemicals Register (for hazardous chemicals, dangerous goods and/or 
controlled substances) where these are present. 

Where there are known hazards related to any operational activities, no such activities will be 
undertaken unless a risk assessment of the work is completed and the relevant officer, is 
satisfied that all foreseeable risks associated with the activity or work are eliminated or 
controlled, as far as is reasonably practicable. 

Risk Assessment 

Once a hazard has been identified and/or reported, the following steps must be used to 
assess health and safety risk: 

Step A – Consider the Consequences 

For each hazard, consider the consequences if something happens. Consider what could 
reasonably have happened, as well as what actually happened (if there was an 
accident/incident). Choose the most suitable consequence below. 

CONSEQUENCE DESCRIPTION 

Catastrophic 
May cause death, or permanent disability and/or permanent ill 
health 

Major Severe injury or illness 

Minor Minor (usually reversible) injury or illness resulting in days off work 

First Aid Only First aid level medical treatment 

Negligible No treatment required 

Step B – Consider the Likelihood 

How likely is something to happen as a result of the hazard? Choose the most suitable 
likelihood below. 

LIKELIHOOD DESCRIPTION 

Very likely Expected to occur in most circumstances. 

Likely Will probably occur in most circumstances. 

Possible Might occur occasionally. 

Unlikely Could happen at some time. 

Highly Unlikely May happen only in exceptional circumstances. 
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Step C – Calculate the Risk Level 

1. Take the Step A rating and select the correct line in the matrix below. 

2. Take the Step B rating and select the correct column in the matrix below. 

3. Circle the Risk Level where the two ratings intersect in the matrix below. 

Risk Level = Consequence x Likelihood 

 

RISK ASSESSMENT MATRIX 

 LIKELIHOOD 

 Very Likely Likely Possible Unlikely 
Highly 

Unlikely 

 Catastrophic Extreme High High High Medium 

Major Injury High High High Medium Medium 

Minor Injury High Medium Medium Medium Medium 

First Aid Medium Medium Medium Low Low 

Negligible Medium Medium Low Low Low 

The Risk Assessment Matrix shown above must be used as the Association standard for 
WH&S risk assessments unless the Management Committee approves a more appropriate 
risk assessment tool for particular circumstances. 
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Prioritising Risks 

Risk Level Priority Action 

Extreme 1 

• Cease task/activity immediately 

• Implement short term safety controls to make the situation 
safe 

• Notify supervisor/manager and assess activity 

• Do not proceed with task/activity until corrective action has 
been implemented and reviewed and approved by the 
relevant officer or responsible person 

High 2 

• Implement short term safety controls to make the situation 
safe 

• Notify supervisor/manager and assess activity 

• Do not proceed with task/activity until corrective action has 
been implemented and reviewed and approved by the 
relevant officer or responsible person 

Medium 3 

• Implement short term safety controls to make the situation 
safe 

• Notify supervisor/manager and assess activity 

• Implement corrective action 

Low 4 

• Implement short term safety controls to make the situation 
safe 

• Implement corrective action 

Risk Control 

On the basis of the risk assessment, risks must be eliminated, or where that is not reasonably 
practicable, minimised using the Hierarchy of Risk Control as below. 

Those conducting the risk assessment should check if there are any Australian Standards or 
Codes of Practice which outline what controls are to be used, unless there is another solution 
which achieves the same or better standard of health and safety.  

If an identified hazard does not meet legislative requirements, the use of the plant, hazardous 
chemical, or work process must cease immediately and be locked out (if necessary or 
applicable) or secured until modifications have been implemented to make the plant, 
hazardous chemical, or work practice legally compliant. 
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Hierarchy of Risk Control 

 

Where elimination of the hazard and associated risk is not reasonably practicable, 
substitution, isolation, and engineering controls must be considered next, as shown in the 
diagram above. 

Administrative controls and personal protective equipment should only be considered: 

• when higher level control measures are not practicable; 

• as an interim measure until a more effective way of controlling the hazard can be used; 
or 

• to supplement higher level control measures. 

The cost of controlling a risk may be taken into account in determining what is reasonably 
practicable but cannot be used as a reason for doing nothing. 

When a decision is made to use lower-level control measures, reasons for not using higher 
levels of control must be documented and retained with the risk assessment. 

Evaluation, Monitoring and Review 

The residual risk rating of the activity/task (i.e., after risk controls are implemented), must be 
assessed to determine if the proposed control measures are sufficient to reduce the risk. 

Once control measures are implemented, including temporary measures, they must be 
assessed, monitored, and reviewed to ensure: 

i. they have been implemented correctly; 

ii. they are effective in controlling the risk; 

iii. they have not introduced any other hazards into the workplace; and 
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iv. all entities are complying with them. 

The review process must be documented and retained. Control measures must also be 
reviewed: 

i. when the control measure is not effective in controlling the risk; 

ii. before a change at the workplace, that is likely to give rise to a new or different health 
and safety risk that the control measure may not control effectively; 

iii. if a new hazard or risk is identified; and/or 

iv. if a health and safety representative requests a review. 

Risk assessments must be reviewed at least every 5 years. 

Consultation, Cooperation and Coordination 

Throughout the risk management process, responsible personnel such as Staff, Volunteers, 
and any other entity engaged for or on behalf of the Australian Kinesiology Association Inc., 
must consult so far as is reasonably practicable, the safe workplace of: 

• workers; 

• health and safety representatives (where applicable) in the work area; and 

• volunteers (where relevant), 

who will carry out the work. 

Responsible personnel such as Staff, Volunteers, and any other entity engaged for or on 
behalf of the Australian Kinesiology Association Inc., must also consult, co-operate, and co-
ordinate activities with other persons who have a shared responsibility for workplace health & 
safety (e.g., Management Committee, sub-Committees, other contractors or entities). 

Responsible personnel such as Staff, Volunteers, and any other entity engaged for or on 
behalf of the Australian Kinesiology Association Inc., must provide all relevant information on 
hazards, including plant and hazardous chemicals. 

Where workers and volunteers are undertaking work, at workplaces not under the 
Association’s control or management, responsible personnel such as Staff, Volunteers, and 
any other entity engaged for or on behalf of the Australian Kinesiology Association Inc., must 
consult, cooperate, and coordinate with parties who manage those workplaces to ensure, as 
far as is reasonably practicable, a safe workplace for those workers and volunteers. 

Records 

Information collected from identifying hazards and assessing, controlling, and reviewing risks 
must be recorded as follows: 

i. Workplace Health & Safety Hazard Register, which: 

a. must cover all hazards in the area, and must include all plant, processes, activity or 
tasks; and 

b. may be either a register listing hazards, or a full listing of risk assessments. 

Individual Risk Assessments must record the following information: 

i. identified hazards, assessed risks, and chosen risk control measures; 

ii. how and when the risk control measures were implemented, monitored, and reviewed; 
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iii. who was consulted; 

iv. any relevant training; and 

v. any plans for changes. 

Each risk assessment must be documented, the Risk Assessment form signed by the 
responsible personnel of the area of responsibility, and a copy sent to the AKA Office. 

Risk assessments must be accessible to the relevant staff and volunteers, and must be kept 
by the relevant responsible personnel, in accordance with the information management 
policy. 

Training 

Responsible personnel must ensure before commencing work, that staff, volunteers, or any 
other entities engaged for or on behalf of the Association, have the information, instruction 
and training to perform their work in a safe manner, and without risks to health and safety, 
including how to: 

• follow safe work procedures and/or safe work practices; 

• use risk control measures that are in place; and 

• understand the nature of any hazards, the risks associated with them, and the reason 
for risk controls. 

Training and competency requirements must be identified and recorded. 

Responsibilities 

Management Committee 

It is the responsibility of the Management Committee to ensure that the Association meets its 
legislative responsibilities for the management of workplace health & safety risks, and to 
ensure risk management analyses of the Association are carried out, and to take appropriate 
measures. 

Responsibilities include, but are not limited to: 

• Engagement of a Risk Management Officer to undertake the risk management of 
events, workshops, retreats, or other similar activities when these events arise; 

• Implementation of effective risk management procedures, applicable to all relevant 
areas; 

• Allocation of adequate resources for effective risk management, including 
implementation of control measures; 

• Reviewing risk management procedures on a regular basis; 

• Evaluation of recommendations arising out of the risk management process, to be 
evaluated at a Management Committee meeting and, if necessary, implemented; and 

• Ensuring employees, volunteers, and any other entities engaged for or on behalf of the 
Australian Kinesiology Association Inc. are aware of all applicable risks and are familiar 
with these risk management procedures. 

https://staff.flinders.edu.au/content/dam/staff/documents/whs/whs-records-management.pdf
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Risk Management Officers 

Responsibilities of the Risk Management Officer include, but are not limited to: 

• Ensuring hazards in work areas of responsibility are identified, risk assessed, and risks 
are controlled; 

• Ensuring risk control measures are documented, monitored regularly, reviewed, and 
maintained; 

• Consulting workers and where practicable their health and safety representatives, 
through the risk management process; 

• Informing workers, volunteers, and any other entities engaged for or on behalf of the 
Australian Kinesiology Association Inc. about any hazards associated with activities 
being carried out; 

• Providing appropriate training and supervision in control measures, and safe working 
procedures; 

• Consulting any other persons who have a shared responsibility for health and safety; 

• Ensuring each risk management checklist is reviewed regularly to ensure that 
procedures are in place to avert the risk or, if that is not possible, to mitigate its impact; 
and 

• Ensuring copies of up-to-date risk management checklists are kept in a central Risk 
Management Register. 

Employees, Volunteers, and any Other Entities Engaged for or 

on Behalf of the Australian Kinesiology Association Inc. 

It is the responsibility of all employees, volunteers and any other entities engaged for or on 
behalf of the Australian Kinesiology Association Inc., to ensure: 

• they are familiar with the Australian Kinesiology Association Inc.’s WH&S Risk 
Management Policy & Procedures applicable to their engagement; 

• they observe those Risk Management Policy & Procedures; 

• assist with the identification of hazards, the assessment of risks, and the 
implementation of risk control measures; 

• report any incident, accident, or hazard in the workplace to the responsible personnel; 

• use the required control measures, work safely, and do not put themselves or others at 
risk of injury; and 

• they inform the Australian Kinesiology Association Office if they become aware of any 
risk not covered by existing procedures by sending an email to enquiries@aka.asn.au 

Forms 

• Risk Assessment Rating Table & Checklist 

• Risk Assessment Register (Master Document) 

mailto:enquiries@aka.asn.au
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Related Documents 

• AKA Workplace Health & Safety Policy & Procedures 


