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Introduction

HaMSTA is based on systems thinking principles and enables identification of contributory factors
which could result or have resulted in an injury from hazardous manual tasks. HaMSTA uses a
taxonomy to assist in this identification and enables the development of systemic controls.

HaMSTA has been developed in Microsoft Access. The basic table relationships of tables are shown
in Figure 1. For example, for one Hazardous Manual Task (HMT) there can be multiple Aspects. Each
Aspect can subsequently have multiple associated Roles or Equipment.

HMT

Aspect

oo

Role
Equipment

1

oo

Primary
contributory | 1 = oo
factor

I

(v}

Primary
consequence

Emergent
contributory | 1 = co
factor

Emergent
consequence

Figure 1 Basic structure of HaMSTA showing table relationships.
Note: HaMSTA has not yet been assessed for reliability or validity.

HaMSTA is a four-stage process

e Stage 1: Entering supporting information.

o Documents

o Roles and equipment

o Consultation
e Stage 2: Entering HMT system data into the assessment tool.
e Stage 3: Assessment of the HMT.

e Stage 4: Recording and reporting the assessment, are included in the workflow.
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Summary of Stages

The recommended order to complete HAMSTA is shown below. The HMT Description and Roles or
Equipment must have information entered to enable the Assessment (5) to be started.

The HMT Description can be edited, or another entered during the Assessment (5).

The Documentation (3) and Consultation (4) can have information entered at any time during the

assessment.
The Menu form is shown in Figure 2.

Setting up Forms

Documentation — Documents relevant to the HMT .

PwnNPE

Completing the HaMSTA

5. Assessment — The assessment of the HMT.

Reports

HMT Description — A brief description of the HMT/s to be assessed.
Roles or Equipment — The roles and equipment associated with the HMT.

Consultation — Names and roles of the people consulted or involved in the assessment.

6. Four reporting options for: Assessment, Roles and Equipment, Documents, Consultation

e Preview Reports — Displays the report without printing.
e Print Reports — Prints the report.

e Save Report as File — Saves the report as a file.

e Mail Report — Emails the report.

E Menu X

»
Menu

HaMSTA - Hazardous Manual Task System Thinking Assessment

Setting Up Forms
HMT Description Roles or Equipment Documentation
Completing the HaMSTA Assessment

Assessment

Reports
Preview Report Print Report Save Report as File
Assessment Assessment Assessment
Roles and Equipment Roles and Equipment Roles and Equipment
Documents Documents Documents
Consulation Consulation Consultation

Figure 2 Menu

Consultation

Mail Report

Assessment

Roles and Equipment

Documents

Consultation
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Setting up Forms

HMT Description

A brief description of the HMT/s to be assessed is necessary to be entered at the start of the
assessment using the HMT Description form (see Figure 3 and Figure 4). The description can be
very brief and is able to be edited during the assessment. For example, the HMT description can
be as simple as “Lifting box”. It is also possible to enter more than one HMT.

=] HMT Description

HMT Description
4

Save and Exit

Figure 3 HMT Description entry form.

When a HMT description is entered, another blank entry box appears (see Figure 4). If
another HMT description is not needed, click on the Save and Exit button.

5] HMT Description X

HMT Description
K Lifting box
Save and Exit
| *|

Save and Exit

Figure 4 HMT Description entry form after a HMT description is entered.
Roles or Equipment

The roles and equipment associated with the HMT to be assessed is entered at the start of the
assessment using the Roles and Equipment form ( see Figure 5 and Figure 6). The description of
the roles and equipment should be accurate as they can be changed in the HMT Assessment
stage.
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Roles and Equipment

RMF Level |Government

Role or Equipment Role or Equipment -
*

Government

Regulator
Association

Company
Management
Staff

Work

Save and Exit
Form Record: 14 10f1 H " Search

Figure 5 Roles and Equipment entry form.

The roles and equipment are entered in the relevant RMF Level (Government,
Regulator/Association, Company, Management, Staff, Work). The RMF Level is selected by
clicking on the relevant button on the left side of the form. After completing entry of the
roles and equipment click on Save and Exit. The Roles and Equipment are available for
multiple HMT Assessments i.e. they are not linked to a specific HMT Description.

If additional or editing roles and equipment is required during the HMT Assessment stage, it
will be necessary to use the Roles and Equipment form. It will be necessary to close the
HMT Assessment form to enable the additional or edited entries to be displayed in the HMT
Assessment form.
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E Roles and Equipment <
Roles and Equipment
4 RMF Level |Government
Role or Equipment Role or Equipment -
Safety Minister
Government Treasurer
I Industry and Training Minister
Regulator Ministerial Adviser
Association *
Company
Management
Staff
Waork
Sawve and Exit
_ Form Record: M 4 [Sof 5 b Search

Figure 6 Roles and Equipment form showing four roles at the Government RMF level.

Documentation

Documents relevant to the HMT can be uploaded at any time during the assessment using
the Document form (see Figure 7 and Figure 8). The documents are specific to a specific
HMT. Relevant documents may include previous assessments using other methods (Code of
Practice for Hazardous Manual Task — Risk Assessment, Participative Ergonomics for Manual
Tasks (PErforM), Rapid Entire Body Assessment (REBA), Rapid Upper Limb Assessment
(RULA)), investigation report, injury records, organisational structure, policies, procedures,
images, videos.

The right and left arrows, '€/ |2 enable navigation to the next or previous HMT Description

record.
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Documentation >

Documentation
SRy Description
=&
| save
and Exit
Document List
’ Description File
Description File
Description File
Description File
Description File
Description File
Description File
Description File
Description File
Description File
Record: M < |10f1 | oMb |VN-:| Filter ||Search |

Figure 7 Documentation entry form.
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Consultation

E Documentation

®

Documentation

HMT Description

«|[>

Save
and Exit

Document List

Description

Description

Description

Description

Description

Description

Description

Description

Description

Description

Record: M 1ofi

Lifting box

Company structure

PEforM risk assessment.

Code of Practice Risk Assessment

bbb | N2 Search

Figure 8 Documentation entry form with examples.

The names and roles of the people consulted or involved in the assessment are recorded for
each specific HMT as the people involved my change using the Consultation form (see
Figure 9 and Figure 10). Recording the names and roles enables other people on the
organisation to know who was involved in the assessment and it is also important to be able

to demonstrate to regulators that consultation was undertaken.

These can be updated at any time during the assessment.

A button is available to return to the HaMSTA Description form if an addition or edit is
necessary.
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El Consultation >

Consultation

i

HMT Description
Note: Entera
description of the
HMT in the
HalMS5TA
Assessment form.

Go to HaMSTA Entry = 5

People consulted First Name | Last Name
*

Record: M 1of1 L \ Search

Figure 9 Consultation entry form.

=5 Consultation X

Consultation

> HMT Description  |Lifting box
Note: Entera
description of the
HMT in the
HaMS5TA
Assessment form.
Go to HaMSTA Entry () -
People consulted First Name = | Last Name =
Billy Smith
Jim Butler
| |Harry Simson
*
Record: M 4 |4of4 Mk | G | [search

WHSR
Operations Manager
Machine Operator

Figure 10 Consultation form with examples.

Completing the HaMSTA

Assessment

The HaMSTA Entry form is comprised of seven forms (see Figure 11):

™o o T o

Hazardous manual task details
Aspects

Roles and equipment

Primary contributory factors
Primary consequences

Role

Role

Version 1
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f. Emergent contributory factors
g. Emergent consequences

BT %
| _Hazardous manual task detalls
¥ Descript
sinil riid Imnjury reparted? U
€ 2 2
HMT characteristies [

|__Aspects 2
RMF level

& (= (B Description

| Roles or equipment
Role/Equipment - BB

| Primary contributory factors
Pick list <] RMFlevel Description Primary consequences

Examples Description
€[> € >
Control hiererchy

control/Teedback

Rocouk 8 < iol1 . St

Emergent contributory factors
M pickiist RIVE lavel Description Emergent consequences
Daamples | Description

s B €2
r—

ControlFeedback

Semsn -

Figure 11 HaMSTA entry form showing all sub-forms.

The right and left arrows enable navigation to the next or previous record. The “trash can”
deletes the record on the form and the associated sub-forms. It does not delete the record
and the “upper forms” (see Figure 12).

ik

L

Figure 12 Next and Previous record, and record deletion buttons.

Hazardous manual task details

A description of the hazardous manual task can be entered or edited on this from (see Figure
13). There should be sufficient detail to enable other people who receive the assessment to
understand the HMT task. On the left side of the for are two tick boxes “Injury reported?”
and “HMT Characteristics”. For a manual task to be considered hazardous, either an injury
has resulted from the task, or the task has characteristics described Australian legislation
and codes of practice for hazardous manual task, for example (SafeWork SA 2011, Safe Work
Australia 2018, NSW Government 2019, Work Safe Victoria 2019, Workplace Health and
Safety Queensland 2021).

Hazardous manual task details
» Description Lif-fingbux
« >
= HMT characteristics [

|

Injury reported? [

Figure 13 HMT task details form showing an example and an injury has been reported.
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Aspects

Aspects associated with the HMT are entered into the Aspects form (see Error! Reference
source not found. and Figure 14). Aspects can exist at all RMF levels (Government,
Regulator/Association, Company, Management, Staff, Work) and should describe a specific
aspect that exists within the RMF level. For example, the HMT of “Lifting box” has a
Company aspect of “Company procedures for lifting boxes”, another Company aspect could
be “Box design does not include hand-holds”. At the Government RMF level an aspect could
be “Allowing the safety regulator to provide design advice on equipment”.

The key to a HaMSTA Assessment is to look up and out and not down and in. This means to
look for systemic aspects at the upper RMF levels and not only focus on the lower RMF

levels.
Aspects
g RMF level |[Company ~ | |Company procedures for lifting boxes.
& > Iz Description

=
Figure 14 Aspect form with an example.

Roles and Equipment

The role or equipment relevant to the Aspect is chosen from the list that was created at the
start of the assessment (see Figure 6). The list is opened in the Roles and Equipment section
by clicking on the down arrow at the side of the list (see Figure 15) and the one relevant to
the Aspect is selected. A relevant role for the Company Aspect is the Chief Executive Officer
as in the organisation, the Chief Executive Officer has the ultimate responsibility for the
development and communication of procedures (see Figure 16).

| Roles or equipment

4 Role/Equipment | sl g =R oiRilv=
_Primar'f col Ministerial f-‘-.dviﬁ_er_ 1 Government
> kL Co Industry and Training Minister Government
Treasurer Government
Examples | p Safety Minister Government
s | Safewark Regulator/Association
€ 2. p|Maintenance Superintendent Company
& Chief Executive Officer Company
Operations Manager Management
Maintence Supervisor Management
Maintenance Fitter Staff
Machine Cperator Staff
Workshop flooring Wark
Haul truck Waork
Lathe Waork

Figure 15 Roles or equipment form showing the combo box list.
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Roles or equipment

T‘ Role/Equipment |Chief Executive Officer ~ g

Figure 16 Roles or equipment form after a selection has been made.

Primary contributory factors and primary consequences

The Primary Contributory Factors and Primary Consequences forms have a one to many

relationship i.e. for one Primary Contributory Factor there can be one or more Primary
Consequences (see Figure 17).

Primary contributory factors
M picklist

Examples
€ 2

RMF level Description

Primary consequences
¥ Description

€ >
Control hierarchy ~

Control fFeedback

Recora 4 [1011 » Search

Figure 17 Primary contributory factors and primary consequences form.

Primary contributory factors

One or more Primary Contributory Factors can be associated with each Aspect i.e. for one
Aspect there can be one or more Primary Contributory Factors. The Primary Contributory
Factor relevant to the Aspect is chosen from a list showing the RMF Level, Contributory
Factor, and Contributory Factor Description (see Figure 18).

The selected Primary Contributory Factor and examples are shown on the form (see Figure
19). The list of examples is not exhaustive and while they can be used a Primary
Consequence, they serve to assist in the identification of primary consequences relevant to
the organisation in which the HaMSTA is be undertaken.

v|

Pick ist |

| Primary contributory factors

Government
I iation

Regulator/Association
Regulator/Association
Regulator/Association
Regulator/Association
Regulator/Association
Company

Company

Emerg
) "8 company
T Pickl| Company

Exampl{ Company

Action
Communication
Consultation
Governance

Planning

Training
Communication
Design and procurement of tools/equipment
Governance

Planning

Policy and procedures

The establishment of, and provision for the gualification, training, experience, and competency, for regulatory bodies.

The use of sanctions, and delivery of services or support.

The communication of information regarding the obligations and available resources ta employer and employee associations, companies, managers, and workers.
The sharing of ion by giving comp. and employee a opportunity to express views and contribute to the decision-making procr
The management of legislative instruments, resources, and oversight processes.

The establishment of a risk-based strategy or plan for reducing hazardous manual task risks including allocation of resources to enact the plan.

The establishment of, and provision for the gualification, training, experience, and competency for regulatory staff, companies, managers, and workers.

The internal and external communication of information associated with manual tasks.

Design of tools/equipment suitable for the task.

The due diligence structures and processes by which the company s contralled and operates.

The establishment of a manual task plan of action including the preparation of all resources to enact the plan, for example, plans are not specific, measurable, achi
The policies that set the parameters for decision making and procedures that describe the process for undertaking a task or activity.

RMF level Description |_ Primary consequences
P nt ? The communication, promotion and co-ordination of government policy and priorities stakeholders such as safety regulators, employee assodiations, employer as
Government Governance The and i of instruments, resaurces, and oversight processes. |
€| |2/ |Government Planning The establishment of a risk-based strategy o plan for reducing hazardous manual task risks.
| |Govemment Resource allocation The budgeting and financing of programs that facilitate a reduction in musculoskeletal disorders caused by hazardous manual tasks are not evidence-based nor use
Training

Figure 18 Primary contributory factor form showing a partial list.

| Primary contributory factors
3 Pick list \Company ~| RME level |Company Description |Communication

Examples |s Policy, procedures, standards, or resources are not provided to staff in an accessible manner.

e | |* Injuries or incidents are not reported as required to the safety regulator.

&2 Propensity to measure LTFIR rather than positive interventions that reduce risk.

5
Figure 19 Primary contributory factor form after a selection has been made.
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Primary consequences

The Primary Consequences form has default entries after the selection of a Primary

Contributory Factors i.e. No primary consequence entered, No hierarchy entered, and No
control/feedback entered (see Figure 22).

As one or more Primary Consequences can exist for each Primary Contributory Factor, it is
good practice to have unique Primary Consequences as this then enables the Control
Hierarchy and Control/Feeback to also be unique.

| Primary consequences

Description |No primary consequence entered

€[>

-

w

Control hierarchy |Mo hierarchy entered ~

Control/Feedback |Mo control/feedback entered

Record: M < [1of 1 b | NE Search

Figure 20 Primary consequences form showing no entry made.
Hierarchy of control

The “standard” Hierarchy of Control has an additional control “Systemic”. The standard
hierarchy (elimination, substitution, isolation, administration, personal protective
equipment) are applicable to the lower RMF levels of Staff and Work, however they at
necessarily useful at the upper RMF Levels. In the example shown in Figure 22,
Administration is shown as it could be considered that developing a system to communicate
procedures and confirming understanding is an administrative control. However, if the
system is robust and sustainable, then the control would be Systemic even though there is
an “administrative” process undertaken to develop the procedures and system.

Control hierarchy | -

Systemic

Elimination

Substitution

Isolation

Administration

d: M 1of1 * | Personal protective equipment
Mo hierarchy entered ]

Figure 21 Hierarchy of control list.

An example Primary Consequence, Control hierarchy, and Control/Feedback is shown in
Figure 22. In the example two controls are shown (1) a system to communicate, and (2)
[system to] confirm understanding. This could be better split into two separate controls as
the action required to implement each is different.

Version 1 Page 15 of 20




Primary consequences
Description [Workers (staff) are not aware of the correct procedure for lifting boxes.

~]

€[>

b
Control hierarchy |Administration ~

Control/Feedback |Establish a system to communicate procedures to workers and confirm
understanding.

Record: W < [10f 1 oMo | N Search

Figure 22 Primary consequences form showing an example.

Emergent contributory factors and emergent consequences

The Emergent Contributory Factors and Emergent Consequences forms have a one to many
relationship i.e. for one Emergent Contributory Factor there can be one of more Emergent
Consequences (see Figure 23).

Emergent contributory factors

M pidiist «| RMElevel Description Emergent consequences
Examples | Description
€ > €||>
Control hierarchy

Control/Feedback

Figure 23 Emergent contributory factors and emergent consequences form.

Emergent contributory factors

One or more Emergent Contributory Factors can be associated with each Primary
Contributory Factor i.e. for one Primary Contributory Factor there can be one or more
Emergent Contributory Factors. The Emergent Contributory Factor is chosen from a list that
shows the RMF Level, Contributory Factor, and Contributory Factor Description (see Figure
24).

The selected Emergent Contributory Factor and examples are shown on the form (see Figure
25). The list of examples is not exhaustive and while they can be used a Primary
Consequence, they serve to assist in the identification of primary consequences relevant to
the organisation in which the HaMSTA is be undertaken.

Emergent contributory factors
?|  picklist | RMF level Description | Emergent
Examples |Government Communication The com ation, premotion and co-ordination of government palicy and pricrities stakehelders such as safety regulators, employee associat
Government Governance The management and responsiveness of legislative instruments, resources, and oversight processes.
€ |2 |Government Planning The establishment of a risk-based strategy or plan for reducing hazardous manual task risks.
5] Government Resource allocation The budgeting and financing of programs that facilitate a reduction in musculoskeletal disorders caused by hazardous manual tasks are not evide
Government Training The establishment of, and pravision for the qualification, training, experience, and competency, for regulatary badies.
Regulator/Association | Action management The use of sanctions, and delivery of services or support.
Regulator/Association | Cammunication The communication of information regarding the obligations and available resources to employer and employee associations, companies, mana |
Regulator/Association | Consultation The sharing of information by giving companies and employee associations a reasonable opportunity to exprass views and contribute to the dec
Regulator/Association  Governance The management of legislative instruments, resources, and aversight processes.
Regulator/Association  Planning The establishment of a risk-based strategy or plan for reducing hazardous manual task risks including allocation of resources to enact the plan.
Regulator/Association  Training The establishment of, and pravision for the qualification, training, experience, and competency for regulatory staff, companies, managers, and \
Company Communication The internal and external communication of information associated with manual tasks.
Record: 4« [ Company Design and procurement of tools/equipment  Design of tools/equipment suitable for the task.
zcord: M+ [10f 1| Company Governance The due diligence structures and processes by which the company is controlled and operates.
S orT ||company Planning The establishment of a manual task plan of action including the preparation of all resources to enact the plan, for example, plans are not specific
« i[Moft |» |Company Policy and procedures The policies that set the parameters for decision making and procedures that describe the process for undertaking a task or activity.

Figure 24 Emergent contributory factor form showing a partial list.
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Emergent contributory factors

-

Pick list |Staff ~| RMF level |staff Description  |Engagement

Examples |* Internal communication media such as newsletters, notice board material, posters, do not include the encouragement of workers to raise
= issues with managers resulting in no change in the likelihood of injury.

Figure 25 Emergent contributory factor form after a selection has been made.
Emergent consequences

The Emergent Consequences form has default entries after the selection of a Primary

Contributory Factors i.e. No primary consequence entered, No hierarchy entered, and No
control/feedback entered (see Figure 26).

As one or more Emergent Consequences can exist for each Emergent Contributory Factor, it
is good practice to have unique Emergent Consequences as this then enables the Control
Hierarchy and Control/Feeback to also be unique.

Emergent consequences

v]

Description |Mo emergent conseguence entered

=

Control hierarchy |No hierarchy entered e

Control/Feedback [No control/feedback entered

Record: 4 «[1of1 | » M bs |52 Search

Figure 26 Emergent consequences form showing no entry made.

An example Emergent Consequence, Control hierarchy, and Control/Feedback is shown in
Figure 27 which is associated with the Emergent Contributory Factor in Figure 25. In the
example two controls are shown (1) inclusion of procedure communication in company
audits, and (2) inclusion of procedure communication in manager walk-arounds. This could

be better split into two separate controls as the action required to implement each is
different.
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Emergent consequences

~|

Description |Managers are not aware that procedures have not been communicated to workers

= = (staff) resulting in an increased likelihood of injury.

=

Control hierarchy |Systemic V

Control/Feedback |Include communication of procedures in company audits and walk-around tours by
managers.

Record: 4 1of1 LI 1 N Search

Figure 27 Emergent consequences example.

Reports

Four reporting options for: Assessment, Roles and Equipment, Documents, Consultation

e Preview Reports — Displays the report without printing.
e Print Reports — Prints the report.

e Save Report as File — Saves the report as a file.

e  Mail Report — Emails the report.

The Preview Reports are shown below for the example data used above. The format of the
reports is selected from the Menu.

HaMSTA Assessment report

The HaMSTA Assessment report displays the HMT Description, Aspect, Role/Equipment,
Primary Contributory Factor with associated consequences and controls, and the Emergent
Contributory Factor and associated consequences and controls. There were two Emergent
Contributory Factors in the example which are shown under the one Primary Contributory
Factor. The report groups the assessment data together (see Figure 28).

HaMSTA Assessment

Hazardous Manual Task Description
Lifting box
Aspect
Company Company procedures for lifting boxes.
Role/Equipment
Com pany Chief Executive Officer
Primary Contributory Factor

Communicatian Company The internal and external Workers (staff) are not aware of the  Establish a system to communicate Administration
communication of information  correct procedure for lifting boxes. procedures to workers and confirm
associated with manual tasks. understanding

Emergent Contributory Factor

Action management RegulatorfAssociation The use of sanctions, and Safework (safety regulator) issues an Include communication of procedures  Syste mic
de livery of services or support.  Improvement Notice on the Chief in company audits and walk-around
Executive Officer for not providing tours by managers.

adequate instructions to manage
safety and health risks
Emergent Contributory Factor

Engagement Staff Engaging with management by Managers are not aware that Include com munication of procedures  Syste mic
expressing views and procedures have not been in company audits and walk-around
contributing to consultation communicated to worke rs (st aff) tours by managers.
and decision-making processes  resulting in an increased likelihood of
where cpportunity provided. injury.

Figure 28 HaMSTA Assessment report example.
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Roles and equipment report

The example had 14 roles or equipment in the pick list (see Figure 15), however as only the Chief
Executive Officer was used in the example, the report only displays the roles or equipment
associated with the HMT (see Figure 29).

Roles and Equipment
HMTDescription
RMF Description
Role and Equipment
Lifting box
Company

Chief Executive Officer

Figure 29 Roles and equipment report example.

Documents report

The Documents report includes the documents associated with the HMT (see Figure 30). If more
than one HMT is assessed, the documents associated with the HMT will be included under each HMT
Description.

Documents
HMT Description
Lifting box

Document Description Document Description File

Company structure
PEforM risk assessment.

Code of Practice Risk Assessment

UEREE

Figure 30 Documents report example.

Consultation report

The Consultation report includes the people associated with the HMT (see Figure 31). If more than
one HMT is assessed, the people associated with the HMT will be included under each HMT
Description.

Consultation
HMT Description

Lifting box

Name  Harry Simson Role  Machine Operator
Name  lim Butler Role  Operations Manager
Name  Billy Smith Role  WHSR

Figure 31 Consultation report example.
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