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	Student name
	Mary Anne Kruzycki

	Date of assessment submission
	9/02/2019


	Trainer/Assessor’s name
	Melissa Dobbs

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	· Legislative requirements for risk management
	· Workbook response (below)

	· Application of risk management tools
	· Workbook response (below)

	· Using risk management tools
	· Workbook response (below)

	· Reviewing risk management tools
	· Workbook response (below)





ACTIVITIES

For the following activities, name a workplace that you wish to examine.

	Name of workplace
	TLCC Construction sites & Maintenance works 



	· 

	Summarise what the following documents address with respect to risk management (in the context of risk management tools):
· Work Health and Safety Act 2011 (Qld)
· Work Health and Safety Regulations 2011 (Qld) 
· Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011
· Safe Work Australia model Code of Practice: How to Manage Work Health and Safety Risks 
· Guidance material
· Organisational policies
· Organisational procedures
· Organisational processes
· Organisational systems




	
	Summary of contents

	· Work Health and Safety Act 2011 (Qld)
	Location of document:
Available online at Qld legislation website and at TLCC on the intranet in Resources / Legislation folder.

Summary of contents:


ON TOOLS TO USE:

S3 – Object of Act– main object is to secure the H&S (health & safety) of workers and workplaces by a number of methods, including:  through elimination or minimisation of risks arising from the work or particular types of substances or plant and that regard must be had to the principle that workers and other persons should be given the highest level of protection against harm to their H&S and welfare from hazards and risks arising from work or from particular types of substances or plant as is reasonably practicable.

This would mean that the Act itself is a tool for risk management.

S17 – Managing risks by eliminating or minimising risks; and

S26A - Use of Minister approved Codes of Practice – S26A.  

S46 to S49 – Consultation, co-operation and co-ordination between all duty holders
· S48 – Nature of consultation requires:
· Relevant information shared with workers
· Workers given reasonable opportunity to express their views and to raise H&S issues and to contribute to decision-making process
· Views of workers taken into account by PCBU
· Workers consulted, are advised of outcomes of consultation in a timely way.
· S49 Consultation required when:
· Identifying hazards and assessing risk to H&S
· Making decisions about ways to eliminate or minimise risks
· Making decisions re adequacy of facilities for welfare of workers
· Proposing changes that may affect H&S of workers
· Making decisions re procedures for consultation, resolving work H&S issues, monitoring worker health or workplace conditions; and
· Carrying out other activities prescribed under Regulation. 


ON DUTIES & CONTENT:

PCBU DUTIES:

S19 – Explains that PCBU has the primary duty of care and sfrp  must ensure the H&S of the workers engaged and those whose activities include carrying out work that is influenced or directed by the PCBU, while they are at work.

PCBU must ensure, sfrp:
· H&S of other persons and that they are not put at risk as a result of works carried out as part of the conduct of the business or undertaking;
· Provision and maintenance of work environment free from risks to H&S;  
· Provision and maintenance of safe plant and structures;
· Provision and maintenance of safe work systems;
· Safe use, handling and storage of plant, structures and substances;
· Provision of adequate facilities for worker welfare at work, including access to them;
· Provision of information, training, instruction or supervision necessary to protect all persons from H&S risks re works carried out;
· Health of workers and workplace conditions are monitored re prevention of illness or injury to workers re works 
· Maintenance and provision of occupancies that may be necessary for works.
Also, mentions that a self-employed person must, as a PCBU, sfrp, ensure their own H&S while at work.

Division 3 - S20 to S26 – Further PCBU duties:
· Must ensure safe means of access and egress to workplace;
· Re fixtures, fittings or plant at workplace – must ensure, sfrp, they are without risk to H&S of any person;
· Designers of plant, substances or structures, must ensure, sfrp, they are designed without H&S risk to any persons; must ensure any calculations, analysis, testing or examination, necessary for performance, is carried out; must give information to those provided with the design re purpose, test results, any hazardous properties identified and any conditions needed to ensure the plant, substance or structure is without risks to H&S when used for the purpose it was designed for.   
· Manufacturers of plant, substances or structures, must, sfrp, ensure they are without risk to H&S of persons who use, handle, construct or store them for the purpose and in the manner they were designed and of persons in the vicinity that may be exposed to or affected by the use of them.  Must ensure calculations, analysis, testing or examination that may be needed for performance of them re H&S to all persons and must give adequate information to all persons provided with them.
· Importers and Suppliers of plant, structures or substances must ensure, sfrp, they are without risk to H&S of persons who use, handle, store or construct them for the purpose they were designed; and must ensure calculations, analysis, testing or examination that may be necessary for performance; and must give adequate information to all persons supplied.
· PCBUs that install, construct or commission plant or structures, must ensure, sfrp, that it is done without without risks to H&S of persons installing, constructing, using or in vicinity of them at workplace.

S38 –Incident Reporting requirements - PCBU must ensure regulator is notified immediately after becoming aware of a notifiable incident arising out of the conduct of the business or undertaking by the fastest possible means; and
Must keep a record of each notifiable incident for at least 5 years from day of the notice to the regulator.


S47 – Duty to consult workers, sfrp, in accordance with procedures

S50 & S59 -  If a worker requests election be conducted for 1 or more H&S representatives to represent workers, PCBU must facilitate it and the determination of 1 or more work groups.

S70 to S79 – PCBU must consult, sfrp, on work H&S matters with any H&S representative/s  for a work group and to allow them to spend the time to attend meetings or to carry out functions of committee.


DUTIES OF OFFICERS:

S27 Duty of officers
· Officers must exercise due diligence to ensure 
· PCBU complies with duties and obligations;  
· To gain understanding of nature of the operations and generally of the hazards and risks associated;
· PCBU has appropriate resources  and processes to eliminate or minimise risks to H&S
· PCBU has appropriate processes for receiving and considering information re incidents, hazards and risks and responding in a timely way to that information;
· PCBU has and implements, processes for complying with any duty or obligation under the  Act; and
· To verify provision and use of the resources and processes mentioned above.


S49 When consultation is required in regard to risk management:
· When identifying hazards and assessing risks to H&S
· When making decisions about ways to eliminate or minimise risks
· When proposing changes that may affect the H&S of workers
· When making decisions about procedures 

S103E Assessment reports – states a WHS officer must:
· Prepare an assessment report and if assessment identifies any risks to H&S, include recommendations about managing the risks.
· Must, within 30 days, give copy of assessment report to PCBU and H&S committee if it exists.

S103F PCBU general obligations to WHS Officer – PCBU must:
· Give WHS officer information re risks to H&S of workers and other persons;
· Take appropriate action to manage any hazards and risks and any incidents or immediate or imminent risks 
· Provide resources and assistance to the officer to enable officer to exercise their functions under the Act
· Keep assessment report at least 5 years
· May instruct WHS officer to take reasonable action to eliminate or minimise risks to H&S.

DUTIES OF WORKERS:

S28 -  Take reasonable care of own H&S and that their acts or omissions do not adversely affect H&S of others.  
Must comply, so far as reasonably able, with any reasonable instruction given by PCBU to allow them to comply with Act and to co-operate with any reasonable policy or procedure of PCBU re H&S at workplace that has been notified to workers.

OTHER PERSONS AT THE WORKPLACE

S29 – Take reasonable care of their own H&S and that their acts or omissions do not adversely affect H&S of others.  
Must comply, so far as reasonably able, with any reasonable instruction given by PCBU to allow them to comply with Act.

ALL DUTY HOLDERS:
Part 5 – All have duties to consult, cooperate and co-ordinate between each other.


	· Work Health and Safety Regulations 2011 (Qld)
	Location of document:
Available online at Qld legislation website and at TLCC on the intranet in Resources / Legislation folder.


Summary of contents:
In relation to risk management tools and content, the WHS Regulations state:

Chapter 3 Part 3.1 Management of risks to H&S 

S33 Any specific requirements under the regulation for the management of risk must be complied with when implementing following requirements:
· Not to exceed an exposure standard
· Implement a specific control measure
· Duty to assess risk.

S34 Duty to identify hazards
Must identify reasonably foreseeable hazards that could give rise to H&S risks.

S35 Management of Risks 
Duty holder must eliminate, sfrp (so far as is reasonably practicable); and if unable to, then to minimise risks sfrp.

S36 Hierarchy of control measures – if not reasonably practicable to eliminate risks to H&S, then duty holder must implement risk control measures towards minimising the risk, as follows:
· By substituting (wholly or in part) the hazard with something that is of a lesser risk;
· Isolating the hazard from any exposed person
· Implementing engineering controls.
If risk still remains, duty holder must minimise residual risk, sfrp, by implementing administrative controls.
If risk then remains, duty holder to minimise residual risk, sfrp, by ensuring provision and use of suitable PPE (personal protective equipment).
Combination of controls may be used to minimise a risk, sfrp, where a single control is not sufficient.

S37 Maintenance of control measures – Duty holder implementing control measure/s must ensure measure is maintained so it remains effective, fit for purpose, suitable for nature and duration of work and installed, set up and used correctly.

S38 Review of control measures – Duty holder must review and revise as required, control measures, to maintain, sfrp, a work environment without risks to H&S, in the following circumstances:
· Control measure doesn’t control the risk as intended EG: notifiable incident occurs due to the risk
· Prior to workplace changes likely to create new or different risk that the measure may not effectively control
· New hazard or risk is identified
· Consultation results indicate review is needed
· H&S representative requests review

S39 Provision of information, training and instruction
Re S19 of Act, PCBU must ensure:
· Information provided to workers is suitable and adequate re nature of work and risks associated with those works at the time the information is provided and re the control measures implemented.
· Sfrp, information is provided to be readily understood by any it it provided to.

S40 – Duty re general workplace facilities
PCBU must ensure, sfrp:
· Workplace layout allows for persons to enter and exit and to move about without risk to H&S, in normal conditions and in an emergency.
· Work areas have space for work to be carried out safely
· Floors and other surfaces are designed, installed and maintained to allow work to be carried out safely
· Lighting enables workers to carry out work safely. persons to move within the workplace safely and safe evacuation in case of emergency.
· Ventilation is safe
· Work in extremes of heat or cold can be carried out safely
· Re essential services close to work, can be done safely and without rise in risk to H&S.

S41 – Duty to provide and maintain adequate and accessible facilities
PCBU must ensure, sfrp, 
· Provision of adequate facilities for workers, including toilets, drinking water, washing and eating facilities.
· All above, maintained in good working order and clean, safe and accessible.
· Must have regard to all relevant matters including nature of work, hazards, size, location, workplace and number and composition of workers.

S42 – Duty to provide First Aid – so all have access to adequate  equipment, facility, trained first aiders and provision of first aid and in regard to the nature of the work, hazards, size, location and number and composition of workers.
 
S43 – Emergency plans – PCBU must ensure emergency plan is prepared for workplace that covers:
· Emergency procedures – effective response and evacuation procedures
· Notifying emergency services asap
· Medical treatment and assistance
· Effective communication between PCBU to coordinate the response and all persons at workplace.
· Testing of the procedures and frequency of testing
· Information, training and instruction to workers re emergency procedures
· Maintain emergency plan so it remains effective
· Regard given to nature of work, hazards, size, location and number and composition of workers and other persons at workplace
· Implement emergency plan in event of emergency

S44 to S47 - PPE (personal protective equipment)
PCBU must ensure:
· Where PPE is to be used to minimise a risk to H&S, PCBU must provide it to workers at workplace, unless it has been provided by another PCBU.
· PPE provided is selected to minimise H&S risk – suitable re nature of work and hazards and suitable size and fit and reasonably comfortable for worker 
· Provided PPE is maintained, repaired or replaced so it continues to minimise risk to worker using it, including clean, hygienic and in good working order.
· PPE is used or worn by worker, sfrp.
· Provision to workers of information, training and instruction re proper use; storage, maintenance and wearing of PPE.
· Where PPE is to be used or worn by persons other than workers to minimise risk to the person’s H&S, that the person uses or wears it.

Workers must, so far as reasonably able:
· Wear PPE in accordance with any information, training or reasonable instruction by PCBU
· Not intentionally misuse or damage the PPE
· Must inform PCBU of any damage, defect or need to clean or decontaminate PPE that the worker becomes aware of.

Persons other than workers must wear PPE at workplace in accordance with any information, training or reasonable instruction provided by the PCBU at the workplace.

S48 - Remote or isolated work – PCBU must manage risks re remote or isolated work and must provide system of work that includes effective communication with the worker.

S49 to S52 Hazardous Atmospheres
PCBU must ensure:
· No one at workplace is exposed to a substance or mixture in an airborne concentration that exceeds exposure standards.
· Air monitoring is carried out to determine airborne concentrations of substances or mixtures at the workplace to which an exposure standard applies if, not certain or if monitoring is necessary to determine any risk to health.
· Management of risks to H&S re ignition sources in hazardous atmospheres at workplace (unless it is a deliberate process or activity at the workplace).

S53 – Storage of flammable or combustible substances
PCBU must ensure that flammable or combustible substances kept at workplace, must be at the lowest practicable quantity.

S54 to S55 – Falling objects – PCBU must manage risks re falling objects and if it can’t be 
reasonably eliminated, minimise the risk by providing adequate protection.

S57 – Noise – PCBU must manage risks to H&S re hearing loss associated with noise and must ensure workers exposure to noise doesn’t exceed the exposure standard for noise.

S59 – Noise – Designers, manufacturers, importers and suppliers of plant must ensure:
· Noise emission is as low as reasonably practicable
· Provide information re noise emission values, operating conditions of plant when noise emission is measured and methods the designer has used to measure the noise emission.

S60 Must manage hazardous manual tasks re musculoskeletal disorder by regarding:
· Postures, movements, forces and vibration;
· Duration and frequency of the tasks;
· Workplace environment;
· Design and layout of the work area/place;
· Systems of work used; and 
· Nature, size, weight or number of persons, animals or things involved.

S61 – Designers, manufacturers, importers and suppliers of plant or structures, must ensure:
· Designed to eliminate need for any hazardous manual task re the plant or structure.  If unable to eliminate, then to minimise.
· Provision of information, through to end user, about the features of the plant or structure that eliminate or minimise the need for any hazardous manual task to be carried out in connection with the plant or structure.

S78 to S80 – Falls - PCBU must:
· Manage risks to H&S associated with falls from one level to another likely to cause injury to the person or other persons.
· Ensure any work involving risk of fall is carried out on ground or on a solid construction.
· Provide safe means of access and exit from the workplace.
· If not reasonably practicable for PCBU to eliminate risk of a fall, then must minimise the risk by providing adequate protection by providing:
· Fall prevention device; or
· Work positioning system; or
· Fall arrest system; or
· Combination of above controls.
· Where fall arrest system is provided, PCBU must establish emergency and rescue procedures, for which adequate and suitable training, information and instruction is provided to workers.

S81 to S112 – High Risk work licences – These sections describe licencing requirements and exceptions, evidence to be provided of licence,  Licence application process, Licence details amendments, licence renewals, and suspension or cancellations of licences,

S187 to S200 – Duties of PCBUs that design, manufacture, import or supply plant.  
Describes duties to provide information all the way through to end users re hazards and risks associated with the use of the plant that have been identified.  

Where designer is notified re hazard in the design, designer must revise the information to ensure the risk is eliminated – or to minimise (if unable to eliminate), or to give notification in writing as to why original design will not be changed.

Guarding must be designed to prevent access to the danger point or area of plant (ie; permanently fixed if area access is not necessary during operation, maintenance or cleaning of plant; or only altered or removed by use of tools; or includes a presence-sensing safeguard system that eliminates any risk while a person or any part of a person is in the area being guarded.

Operational controls must be identified to indicate nature, function and direction of operation;  located so they are readily and conveniently accessed by operator; located or guarded to prevent unintentional activation; and able to be locked into “off” position to disconnect all motive power.

Where need for plant to be operated during maintenance or cleaning cannot be eliminated, must ensure design provides for operator controls that permit operation while person is doing maintenance or cleaning, cannot be operated by others while maintenance and cleaning being carried out; and will allow operation so as to eliminate or minimise risk to any person.

Emergency stop controls must be designed so that they need to be reset following use; must be prominent, clearly and durably marked and immediately accessible to each operator of the plant; handles, bars or push buttons to be red; and control cannot be adversely affected by electrical or electronic circuit malfunction.

Warning devices, if included, must be positioned on plant to ensure device will work to best effect.

S201 to S202 – Duties of PCBUs that install, construct or commission plant or structures.
Must ensure plant or structures are installed, constructed or commissioned with regard to information supplied by designer, manufacturer, importer or supplier of plant and the instructions provided by a competent person relative to H&S.

S203 to S213 - Person managing or in control of plant must manage risks to health & safety regarding:
· Proper use of plant & Controls
· When not in use it is not a risk to others H&S
· Guarding
· Operational controls
· Emergency stops & Warning devices
· Maintenance, testing & Inspection of plant to be done by competent person.

S214 to S 226 – Additional control measures for particular plant:
· Powered mobile plant – general control of risk: PCBU must manage risks associated with rollovers, things falling on operator, operator ejection, collisions & mechanical failures of pressurised elements.
· Powered mobile plant – specific control measures, PCBU must ensure, sfrp:
· Operator protective devices are provided, maintained and used;
· No additional passengers unless as safe as operator;
· No collision with pedestrians or other plant;
· Provision of warning devices.


· Plant that lifts or suspends loads:  PCBU must ensure, sfrp:
· Plant is designed to lift or suspend loads; OR if not, the plant doesn’t cause a greater risk to H&S than if it was;
· If lifting and/or suspending is compliant with S220 (below) 
· Carried out with attachments suitable for load and within WLL (weight load limit) of plant; 
· No loads over persons unless plant specifically designed to do so; 
· Loads to remain under control & only lifted by plant designed to lift.

· S220 - Exceptions for Plant not specifically designed to lift or suspend a person: PCBU must ensure that:
· Persons are lifted or suspended in a work box that is securely attached to plant;
· Persons stay substantially within the work box while being lifted or suspended;
· Any risk of person falling, a safety harness must be provided and worn to prevent, sfrp, injury to person as a result of fall; 
· Provision of means to safely exit in event of a failure of plant in its normal operations.

· Plant used in connection with tree lopping.  
Need for persons lifted or suspended in a work box to be securely attached to plant and for persons to stay substantially within the work box while being lifted or suspended, do not apply, in connection with tree lopping, if:
· Risk assessment shows that lifting or suspending a person in a harness with a crane to place them in a tree to carry out tree lopping, does into create a greater risk to H&S than using plant specifically designed to lift a person or climbing a tree; and
· Is carried out by person competent in use of the harness; and 
· Crane is used to place the competent person in the tree to fell it; and
· Crane has safety mechanisms that would prevent the competent person from inadvertently falling; and 
· While attached to crane, the competent person is in visual, audio or radio communication with the crane operator.

· Industrial Robots:  Person with management or control of an industrial robot must:
· Not allow or direct worker to work in immediate vicinity of it, if it can start without warning and cause a hazard, unless suitable control measures are in place to control risks to H&S;
· Ensure access to area is controlled at all times if remote or automatic energising of plant could lead to risks to H&S of any persons by isolation of area; interlocked guards; presence-sensing devices; or permit to work system. 

· Lasers:  Where lasers may create a risk to H&S, PCBU must ensure:
· It is designed, constructed and installed so as to prevent accidental radiation to any person.
· It is protected so that any operator or others are not exposed to direct radiation produced by reflection or diffusion or secondary radiation.
· Visual equipment used for observation or adjustment of laser equipment on plant causes no risk to H&S from laser rays.
· Operators are trained in proper operation of the equipment.
· Class 3B and 4 lasers are not used in construction works.

· Pressure equipment – Person with management or control of must ensure that:
· Equipment is inspected regularly by a competent person; and
· Gas cylinders inspected are marked with current inspection mark showing date of most recent inspection; and
· Gas cylinders not filed with gas unless it bears a current inspection mark; and
· Gas cylinders only filled with gas for which the cylinder is designed.

· Scaffolds – Person with management or control of suspended, cantilevered, spur, hung or any other scaffold from which a person or thing could fall more than 4m – must ensure that:
· Scaffold is not used unless written confirmation from a competent person states construction of scaffold has been completed.
· Its supporting structure are inspected by a competent person prior to being used; before use after an incident that may reasonably be expected to affect stability of the scaffold; and prior to use following repairs; and at least every 30 days.
· Repairs, alterations and additions are made or carried out and inspected again by a competent person, if an inspection indicates a scaffold creates a risk to H&S.
· Unauthorised access to scaffold is prevented while it is incomplete or unattended.

· Plant with presence-sensing safeguarding system – records.
Person with management or control must keep record (and keep available for inspection) of safety integrity tests, inspections, maintenance, commissioning, decommissioning, dismantling and alterations for 5 years or for life of plant or until person relinquishes control of the plant if registered or altered.


S297 Management of risks to H&S
PCBU must manage risks associated with construction work.

S298 Security of workplace 
PCBU must ensure, sfrp: 
· That workplace is secure from unauthorised access
· Consideration of all matters including risks to H&S; likelihood of unauthorised access; and to the extent that unauthorised access cannot be prevented – how to isolate hazards within the workplace.
 
S299 High risk construction work - SWMS (Safe work method statements)
PCBU must ensure, prior to high risk works commence:
· That a SWMS is prepared or has been by another.
· That the SWMS identifies the high risk construction work; and 
· Hazards and risks to H&S
· Describes measures to be implemented to control risks; and 
· How the control measures are to be implemented, monitored and reviewed.
· SWMS are prepared with consideration for all relevant matters, including:
· Circumstances that may affect the way in which the high risk work is carried out;
· WHS management plan has been prepared for the workplace;
· Set out and expressed in a way that is readily accessible and understandable to persons that use it.
· Where work involves risk of a person falling more than 2m, if the SMWS states that the only  control measures to be implemented will be administrative or PPE, SWMS must describe all control measures considered in determining which control measures to implement.

S300 – Compliance with SMWS
PCBU must put arrangements in place for ensuring that high risk construction work is carried out in accordance with the SWMS.   Where it is not, PCBU must ensure work is stopped immediately or as soon as is safe to do so, and resumed only in accordance with the SWMS.

S301 – SWMS copy to be given to Principal Contractor (PC)
PCBU must, prior to high risk works commencing, ensure copy of SWMS is given to PC.

S302 – Review of SWMS
PCBU must ensure SWMS is reviewed and revised if necessary.

S303 – SWMS must be kept
PCBU must keep copy of SWMS until relative high risk work is completed and must be readily accessible to any worker carrying out the work and for inspection by regulator.

If a notifiable incident occurs regarding the high risk work, SWMS must be kept for at least 2 years after incident.

S304 to S306 – Excavation Work
Person with management or control of workplace, must take all reasonable steps to obtain current underground essential services information before directing or allowing excavation works to commence; and
· Must provide information to any person engaged to carry out excavation work;
· Together with any PCBU the information is given to, must have regard to the information in carrying out or directing or allowing others to carry out excavation works.
· Must ensure information is available for inspection;
· Must keep information available for at least 2 years after notifiable incident and in every other case, until the excavation work is completed.

PCBU must:
· Manage risks to H&S re excavation works, including:  falls into, entrapment by collapse of an excavation; person struck by falling things whilst in an excavation; persons exposed to airborne contaminants;  
· Must have regard for: nature of excavation; range of methods; and means of entry and exit from excavation if applicable.
· For trenches at least 1.5m deep, sfrp:
· Ensure work area is secured from unauthorised access, including H&S risks arising from it and the likelihood of it happening; 
· Minimise risk re collapse of trench by ensuring all sides of trench are adequately supported by shoring, benching or battering; OR Geotechnical engineer advice claiming all sides of trench are safe from collapse.

S306C to 306J - Falls 
· Where risk of fall <2m or on a roof with slope not over 26 degrees, (and where fixed ladder, platform supported by trestle ladder; or scaffolding being erected or dismantled; or area near a ladder that person needs to use to get on or off the ladder – do not apply), PCBU must ensure, prior to works commencing:
· Each hazard that may result in a fall or cause death or injury if person were to fall, is identified and;
· Risk of death or injury that may result is assessed; and
· Any control measures necessary to prevent or minimised the level of risk are used.
· Control measures must comply with regulations
· Note that a fall arresting platform used as a control measure need not comply with section 306H (Fall arrest platforms) if the fall would be internal within formwork the person is erecting or dismantling.

· Where risk of fall of at least 2m or on roof with slope over 26 degrees (and where fixed ladder, platform supported by trestle ladder; or scaffolding being erected or dismantled; or area near a ladder that person needs to use to get on or off the ladder – do not apply), PCBU must, prior to works commencing, use control measures:
· To prevent person falling any distance; or if not practicable;
· To arrest person’s fall; and 
· To prevent or minimise risk of death or injury to person when fall Is arrested.
· Control measures must comply with regs
· Note that a fall arresting platform used as a control measure need not comply with section 306H (Fall arrest platforms) if the fall would be internal within formwork the person is erecting or dismantling.

· S306E - Edge protection as control measure, must:
· Be erected in accordance with instructions if manufacturer, supplier, engineer or competent person has given them;
· Be designed to withstand the downward or outward force of impact of a fall against it;
· Have a rail or other component that prevents person from falling, fitted so top of rail or component is at least 1200mm wide – 900mm higher than any surface that is the base of it; or
If surface from which work is to be done is sloped – 900mm higher than where that surface, if extended downwards at that slope, would intersect with the edge protection; or
If surface from which work is to be done is not sloped – 900mm higher than that surface; and
Have another rail or rails or sturdy mesh, sheeting or other below the rail or component.
· Have another rail or rails fitted so there is not over 450mm between any rail or its nearest rail or between lowest rail and any toe board for the surface that is at the base of the edge protection; and 
· If slope of surface from which work is to be done is over 26 degrees, sturdy mesh, sheeting or other that extends upwards at least 900mm from the surface that is the base of edge protection; or from the toe board.
· PCBU must not use, or allow to others to use, edge protection unless it is used in accordance with the instructions.

· Fall protection cover as control measure – must be able to withstand impact of fall into it of any person and be securely fixed in place to prevent it being moved or removed accidentally.

· Travel restraint system as control measure – must:
· Be installed by competent person; and
· Have anchorage point with capacity to withstand any load that could be exerted on it in normal operation of system to restrain any person
· PCBU must not use or allow others to use system unless system has been trained in correct and safe use.
· PCBU must not use or allow others to use a system component that shows evidence of wear or weakness that may affect the system’s safety.
· PCBU must ensure, inspection of system every 6 months by competent person and record of inspection is kept for 4 years or life of system.

· Fall arrest platform as control measure
· Must be able to withstand impact of fall by any person that may fall onto it.
· Must provide unobstructed landing area for a falling person, at least 675mm wide for length of platform.
· If surface slope where work is carried out from is not over 26 degrees, platform must be not over 1m lower than surface;
· If surface slope where work is carried out from is over 26 degrees, platform must be not over 300mm lower than surface.
· Must have edge protection compliant with S306E erected along outer edge of length of fall arresting platform and along edge of each end of the platform.
· If gap between inner edge of length of platform or the face of a structure immediately beside the fall arresting platform, is over 225mm, then PCBU must ensure any  control measures required to eliminate or minimise the risk of a person falling off the inner edge are used.

· Fall arrest harness system as control measure
· Each anchorage point of the system used must be designed by engineer for intended purpose or inspected and approved by competent person before being used by any person.
· Each anchorage point (other than one supporting a static line) must have capacity of at least: 12kN for 1 person that could have a limited fall;  15kN for 1 person that could have a free fall; or 21kN if 2 persons are using it.
· Each anchorage point must be located so a lanyard can be attached prior to person using the system, moves to position where they may fall.
· System’s device to absorb energy of falling person must limit the force applied to the person of not more than 6kN.
· System must be installed in accordance with instructions of system’s manufacturer, supplier, engineer or competent person.
· System must be maintained re instructions given.
· PCBU must ensure there is enough distance available for person using it to fall, to prevent person hitting an object – ground or other surface – other than a vertical surface.
· Distance available for fall must be calculated by taking following into account:  Person’s height, Height and position of anchorage point, length of lanyard, any slack in static line, any stretching of lanyard or static line when extended by fall, length of energy absorber when extended by fall and any other relevant factor.
· PCBU must ensure no part of system can come into contact with anything that could affect safe use of system; and persons using the system are trained in safe and correct use.
· PCBU must ensure that a component of the system is not used if it shows evidence of wear or weakness to extent that may affect the system’s safety;
· PCBU must ensure if a competent person considers anchorage point is worn or its load-bearing capacity may be impaired that it is not used and appropriate measures taken to prevent its use while impaired.
· PCBU must ensure competent person inspects the system components every 6 months and written record is kept for 4 years or life of system.
· If system has arrested a fall, must not be re-used unless manufacturer or competent person has inspected it and decided it is fit for safe use.
· PCBU must not use, or allow others to use system unless it is used in accordance with instruction of system’s manufacturer, supplier, engineer or competent person.
· PCBU must not use or allow other to use system while person using it is alone.

· Safety net as control measure – must:
· Be designed by an engineer or competent person for the purpose.
· Be made of material designed to minimise injury to a person falling into it.
· Must have energy absorbing characteristics to reduce the shock or injury to person falling into it.
· Must be installed so person falling into it will not hit anything below the net and as close as possible below the surface from which person may fall, but not more than the distance below the surface specified by the net’s manufacturer, supplier, engineer or competent person.
· Must be installed in accordance with instructions of the manufacturer, supplier, engineer or competent person.
· PCBU must not use or allow others to use net unless it is used in accordance with instructions.
· PCBU must ensure net is inspected and maintained in accordance with the instructions.


S306K to S306O – Ladders and platforms supported by ladders
· Work done from single or extension ladder - PCBU must not use or allow others to use ladder to gain access to a place, unless person using it has at least 3 points of contact maintained at all times or to do construction work, other than to gain access, unless  it is permitted work.
· Work on a Ladder 
· If construction work is permitted work and a person could fall at least 2m, PCBU must not use or allow others to use ladder if it is a single or extension ladder, unless person using the ladder has at least 3 limbs holding, wrapped around or standing on ladder in any combination; or is prevented from falling by a control measure; or is using a fall arrest harness system not attached to ladder; and
Ladder is secured at or near the top to prevent it moving or at or near the bottom to prevent it moving.
· Person using ladder may hold a stable object with 1 or both hands instead of holding ladder with 1 or both hands.
· PCBU must ensure ladder, if single or extension, and used against a pole, has a device that is fitted at or near the top of the ladder between its sides and helps to ensure the ladder’s stability by partly accepting the shape of the pole.
· Ladders generally – PCBU must ensure that a ladder other than a trestle ladder, used:
· Has WLL of at least 120kg;
· Is manufactured for industrial use;
· Is used for designed purpose;
· Is not used to exceed WLL;
· Is no longer than 6.1m for single ladder or 7.5m for extension ladder (unless used in confined space); 
· Has a stable base surface;
· The rungs are approximately level
· Is not used to support a platform;
· It is placed so angle between ladder and horizontal is at least 70 degrees and not more than 80 degrees when in use; 
· Where used as temporary access it extends at least 1m over surface.  
· May be used at greater angle if lesser angle is impractical re confined space or other control is in place to prevent movement. 

· Work on platform supported by trestle ladders – PCBU must ensure that where a person could fall at least 2m from the platform, that
· Each trestle ladder must be secured to prevent movement;
· Edge protection must be erected along outer edge of length of platform; and
· Any control measure required to eliminate or minimise the risk of person falling off the inner edge of the length of the platform where gap between it and face of building or  other structure immediately beside it is over 225mm; or risk of person falling off edge of each end of platform, must be used.

· Platform supported by trestle ladders – where there is a risk of person falling less than 2m from platform, PCBU must ensure:
· Platform has unobstructed surface that is, for light work – at least 225mm wide along length of platform; or for not light work – at least 450mm wide along length of platform.
· Platform is at least 450mm wide along length of it and is not higher than 5m.

S306P to S306Q – Scaffolding 
· Erecting & Dismantling – PCBU must not erect or allow another to erect if a person could fall at least 2m in erecting the scaffold, unless:
· Person erecting it is prevented from falling by a control measure or is using a fall arrest harness system; or following is complied with:
· Each of following is installed immediately after enough components have been erected to support them:
· Platform at least 450mm wide along full length of section of scaffolding, designed to support the platform at the level it has reached;
· Edge protection across the space between the uprights forming the outer frame of the scaffolding at the level it has reached;
· Means of access to the level of scaffolding reached; and
· Before next level of scaffolding is erected, a platform is installed below the level at a distance of not more than 2m.

S307 to S315A Additional duties of PC – must ensure:
· Signage installed re PC name & contact details & AH number; site office location (if any); clearly visible from outside of workplace.
· Written WHS Management Plan is prepared for workplace.
· Each worker on site is made aware of WHS Management Plan (SMP) content and their right to inspect it.
· Review and revision of SMP as necessary and advise all workers on site of any revisions.
· SWMS copy to be obtained for high risk construction works prior to works commencing and kept until works completed or if relative notifiable incident occurs – for 5 years after incident occurrence.
· Manage risks re Storage, movement and disposal of construction materials and waste; storage of plant at worksite; traffic in vicinity of workplace that may be affected by works.
· Amenities provided are maintained hygienically, safely and in serviceable condition.

Division 3 – S315B to S315M – Applies if an object could fall on or otherwise hit persons during construction work re hoarding, perimeter containment screening, catch platform, gantry or closure of adjoining area as control measures for various circumstances.

S316-317 - General Construction Induction Training requirements – all workers to complete successfully and not more than 2 years ago where worker has not carried out construction work in preceding 2 years.  PCBU must ensure it is provided.
S318 – Recognises General Construction Induction Training issued under other jurisdictions, under a corresponding WHS law.
S326-327 – Duties of Workers
· Must keep General Construction Induction Training card or certification available and must return cards on receiving a cancellation notice. 
· Must not intentionally or recklessly alter the General Construction Induction Training card.

CHAPTER 7 HAZARDOUS CHEMICALS

S328  Re use of handling and storage of hazardous chemicals – gives thresholds for use, handling and storage of hazardous and dangerous chemicals, other than in plant for its operation.  
Must not exceed:
· LPG – if stored outside building and connected by piping to appliances within the building – 500L (water capacity)
· Compressed Gas other than LPG – in containers not exceeding 50L and form part of a welding set or used or intended to be used with a portable flame torch.
· Dangerous Goods class 3 – 250L
· Pool chlorine and spa sanitising agents – 100kg or L
· Sodium hypochlorite designated by UN number 1791 – 100L
· Dangerous goods class 9 – 100 kg or L
· Dangerous goods packing group 1 – 5kg or L
· C1 combustible liquids – 1,000L
· Dangerous goods class 2.3 – Nil
· Goods too dangerous to transport – Nil
· Any dangerous goods other than those stated above – 100kg or L.

If required to exceed manifest quantities, must prepare hazchem manifest as per S347 of regulations and advise regulator as per S348 and display placards as per S349 to S350. 

S341 to  S342 & S344 PCBU Obligations – must ensure:
· Correct labelling of hazchems if stored and/or decanted from original container at the workplace;
· Current SDS’s, within 5 years, must be supplied for any hazchem used, handled or stored;
· SDS’s and sufficient information about safe use, handling and storage of hazchem is readily accessible to workers and emergency service workers or others likely to be exposed to hazchem;
S346 – Hazchem Register - PCBU must ensure:
· Current hazchem register is kept re those used, handled or stored at workplace;
· Register includes: hazchem list and current SDS and that it is readily accessible to workers and others likely to be affected by them.
S351 to S366 Risk Management to H&S  PCBU must ensure:
· Regard is given to hazardous properties, any potential hazchem mixtures reactions, nature of work with hazchem and any interaction with plant or system of work with the hazchem.
· Risks are reviewed and revised if any change to SDS or the hazchem register; if a worker health monitoring report contains test results that indicate a worker has been expose and affected by  hazchem; and if monitoring results show airborne concentration of hazchem exceeds relevant exposure standard.
· Clearly display safety signage to warn of associated hazchem hazards;
· Hazchem doesn’t contaminate food, food packaging or personal use products;
· Control of ignition sources where there is possibility of fire or explosion;
· Hazchem stability;
· Spill containment and management;
· Hazchem protection from damage caused by impact or excessive loads;
· Fire protection and equipment;
· Emergency equipment is available and readily accessible;
· Emergency plans cover the hazchem that exceed the manifest quantity;
· Control of risks from storage or handling systems;
· Safe system for stopping use and disposing of handling.
S368 to S378 – Health Monitoring
· PCBU has duty to provide health monitoring if workers are carrying out ongoing work re hazchem use, handling, generation or storage and if significant risk of exposure to hazchem.
· P”CBU must give information re health monitoring requirements to relevant workers prior to commencement of work with hazchem;
· PCBU must ensure health monitoring is of a type mentioned in schedule 14 or better and is supervised by a registered medical practitioner with experience; and to pay costs; 
· Provide information to medical practitioner re name and address of PCBU, name and date of birth of worker, related work and length of time worker has been carrying out that work;
· PCBU must take all reasonable steps to obtain health monitoring report which must include:
· Name & birthdate of worker
· Name & registration number of medical practicioner
· PCBU name & address
· Date of monitoring
· Results re worker exposure
· Advice 
· Recommendations of remedial measures.
·  PCBU must give copy of report to relevant worker & to Regulator;
· Practitioner must supply report to PCBU;
· PCBU to ensure reports are kept confidential and for at least 30 years after made.
S379 – Hazchem Induction, information, training and supervision
PCBU must provide any supervision to worker that is necessary to protect them from risks to H&S.


CHAPTER 8 – ASBESTOS

S419 PCBU may only allow work involving asbestos if it is for:
· Sampling & identification under regulations
· Maintenance of or service work on non-friable asbestos or ACM (asbestos containing material) that was fixed or installed prior to 31/12/03 under this regulation
· Removal or disposal
· Transport and disposal or waste under Environmental Protection Act 1994
· Practical training
· Where friable asbestos is visible, doesn’t contain >trace levels determined via AS 4964:2004.
· Naturally occurring asbestos managed in accordance with an asbestos management plan.

S420 Airborne exposure
PCBU must ensure:
· Sfrp, exposure is eliminated; or if unable to eliminate, to minimise;
· Exposure standard is not exceeded

S422 to S430 Management & Information to be recorded
PCBU must ensure, sfrp:
· ACM or asbestos is identified by competent person OR assume it is;
· Analysis by a NATA accredited laboratory accredited for the relevant test method; OR one approved or operated by regulator;
· Location is clearly marked
· Register is or has been prepared, maintained and kept at workplace;
· Register includes:
· Date identified
· Location
· Type and condition
· Register review and revision if more found and when ACM or asbestos is removed, disturbed, sealed or enclosed;
· Register is readily accessible to relevant workers, H&S representatives, PCBU working on or intending to carry out work with ACM or asbestos;
· Register is supplied to anyone with risk of airborne asbestos exposure;
· Transfer of register to other persons that take over control of the workplace (change of management, etc);
· AMP (Asbestos management plan) prepared and maintained with current information;
· AMP must include:
· Identification and reference or link to Asbestos Register and signage;
· Decisions and reasons about the ACM or asbestos;
· Procedures for detailing related incidents or emergencies;
· Related workers.
· Copy of AMP is readily accessible to relevant workers, H&S representatives, PCBU working on or intending to carry out work with ACM or asbestos;
· Review of AMP when:
· Register or control measures are reviewed;
· Asbestos or ACM is removed, disturbed, sealed or enclosed;
· Plan is no longer adequate;
· H&S Representative requests a review;
· At least every 5 years.

S435 to 444 Health Monitoring
PCBU must ensure:
· Health monitoring for relative workers is provided to workers that may be exposed to airborne asbestos and it must commence prior to works that may cause it commencing;
· Workers informed of health monitoring requirements prior to exposure;
· Appropriate health monitoring is provided by a registered medical practitioner with health monitoring experience;
· Payment of expenses;
· Provide medical practitioner with:
· PCBU Name & address
· Worker date of birth
· Type of work
· Duration of relative work.
· Take all reasonable steps to obtain health monitoring report which must include:
· Medical Practitioner name and registration number
· PCBU name and address
· Date of the monitoring
· Advice, recommendations and test results.
· Provision of report to worker and other relevant PCBUs;
· Provision of report to Regulator if the report contains indications that worker has contracted a disease, injury or illness related to the work or any recommendation that remedial measures be taken;
· Records kept for at least 40 years;
· Records not disclosed to others without the worker’s written consent unless disclosed under Sections in the Regulations re provision to regulator and other relevant PCBUs.

S445 Training
PCBU must ensure that workers involved in asbestos related work are trained in identification, safe handling and suitable control measures.
Record of training to be kept while work is carried out and for 5 years after works ceased working for PCBU  and must be available for inspection under the Act.

S446 Control on use of particular equipment
PCBU must not use or direct or allow a worker to use the following on asbestos or ACM:
· High-pressure water spray
· Compressed air
· Power tools
· Brooms
· Any other implements that cause release of airborne asbestos into atmosphere
Unless equipment is enclosed or designed to capture or suppress airborne asbestos safely and is used in accordance with its design.

S458 to S474A Asbestos Removal Work
PCBU – Licenced Asbestos Removalist - must ensure:
· Removal work is carried out by a LAR (licensed asbestos removalist) unless asbestos is 10m² or less of non-friable asbestos or minor contamination;
· For class A asbestos removal, a supervisor is present during the work;
· For class B, supervisor is readily available;
· Remover must be trained and hold relevant certification, so the work is carried out as per the asbestos removal control plan;
· Training records are kept while worker is carrying out works and for 5 years after worker stopped carrying out asbestos removal work;
· Training records must be readily accessible and available for inspection under the Act;
· LAR has given information to workers re health risks and effects associated with exposure to asbestos and need for and information re health monitoring;
· LAR has prepared asbestos removal control plan including:
· Removal method, tools, equipment and PPE
· Type of asbestos, location and condition
· Copy given to PCBU.
· If a related notifiable incident occurs, plan must be kept at least 2 years following incident and be readily accessible to PCBU, relative workers and H&S representative and occupants of the premises if domestic and available for inspection under the Act;
· LAR has given written notice to regulator at least 5 days prior to removal works unless a sudden and unexpected event occurs which may cause persons to be exposed to respirable asbestos fibres or an unexpected breakdown of an essential service that requires immediate rectification to enable the service to continue; and the LAR has given notice to Regulator immediately by phone and written within 24 hours.  Notice must include:
· Name
· Registered business name of LAR
· ABN of LAR
· Licence number of LAR
· Contact details of LAR
· If Class A, or Class B being carried out by >1person; name of supervisor
· Name of competent or licensed assessor carrying out clearance inspection and issuing clearance certificate
· PCBU who works carried out for - details – name and contact
· Workplace details – Name, registered business or company name of person managing the place and address and location of asbestos
· Date of the notice
· Date of removal commencement and estimated duration of work
· Type of asbestos being removed – friable or non-friable
· Number of workers carrying out the removal work and their competencies to carry it out
· LAR must tell the person with management or control of the workplace
of intended asbestos removal work prior to commencing, when the work is to be carried out &
PCBU with management or control of workplace must ensure that the workers and other persons at the workplace and any persons that are in immediate vicinity are informed.

LAR must also ensure:
· Signage is placed to alert persons of the presence of asbestos; and
· Barricades are erected to delineate the asbestos removal work area.

PCBU and/or person with management or control of workplace must ensure, sfrp, that no-one has access to the removal area other than workers engaged or associated with the removal work or anyone allowed under this regulation or other law to be in the area and subject to the LAR direction.
PCBU must refuse to allow access to anyone who does not comply with a control measure or direction of the LAR.

Persons allowed to be in the removal must comply with any direction of the LAR.

PCBU LAR must ensure:
· Decontamination facilities available for the area, plant used, workers and other persons that have access to the removal area;
· Nothing that is likely to be contaminated with asbestos is removed from the area unless it is de-contaminated prior, sealed in a container that is clear and labelled re GHS to indicate asbestos presence;
· Disposal of asbestos waste and contaminated PPE is contained and labelled re GHS to indicate asbestos presence, prior to removal from area and is disposed as soon as practicable at a site authorised to accept asbestos waste;
· If clothing is laundered, it is done at a laundry equipped to launder it OR kept in sealed container until it is re-used for asbestos removal purposes;
· A clearance inspection is carried out by an independent licensed asbestos assessor or independent competent person (unless exemption has been given by Regulator), including visual inspection and may include air monitoring;

Licensed asbestos assessor or competent person must not issue clearance certificate unless satisfied that:
· Removal area and immediate surrounds are free from visible asbestos contamination;
· Any air monitoring shows <0.01 fibres/ml.
Clearance certificate must be written and must state that assessor or competent person found no visible asbestos residue in the work area or immediate vicinity and that the any air monitoring showed <0.01 fibres/ml.

S475 to S477 Asbestos removal requiring class A removal licence
PCBU commissioning asbestos removal work requiring Class A asbestos removal licence, must ensure: 
· That an independent, licensed asbestos assessor undertakes air monitoring of the area, using membrane filter method, immediately before removal work commences, unless glove bags are to be used for the removal; and throughout the works;
· Results of air monitoring are given to workers, H&S representatives for workers, PCBU and other persons at the workplace;

LAR must:
· If respirable fibre levels are 0.01 fibres/ml or more, but not more than 0.02, immediately:
· Investigate the cause;
· Implement controls to prevent exposure; and
· Prevent further release.
· If fibre levels exceed 0.02 fibres/ml, immediately:
· Stop removal work;
· Notify Regulator; 
· Investigate the cause;
· Implement controls to prevent exposure; and
· Prevent further release of respirable fibres.
· Not resume removal work until air monitoring shows that the fibre level is below 0.01 fibres/ml.
· In removing friable asbestos, LAR must ensure, sfrp:
· Area is enclosed to prevent release of fibres;
· Subject to leak testing the enclosure, negative pressure is used (unless glove bags used);
· Wet method of removal is used;
· Subject to leak testing the enclosure, the removal work doesn’t start until air monitoring is commenced by a licensed asbestos assessor (unless glove bags used);
· Air monitoring is undertaken during the work at times decided by the assessor;
· Any glove bag used to enclose asbestos removal area is dismantled and disposed of safely;
· Enclosure is tested for leaks;
· Not dismantle enclosure until air monitoring results showing <0.01 fibres/ml are received from the person who commissioned the removal work;
· Enclosure dismantled in manner that eliminates the release of fibre;
PCBU that commissioned the removal works must obtain a clearance certificate from licensed asbestos assessor after the enclosure has been dismantled.

S478 to S484 Asbestos related work
PCBU must ensure:
· If uncertain of works being asbestos related, an analysis of a sample is undertaken to determine if asbestos or ACM is present OR it shall be assumed to be asbestos or ACM;
· Sample to be analysed by NATA accredited laboratory accredited for the relevant test method OR on approved or operated by the Regulator;
· Information is given to persons likely to be engaged to carry out asbestos or ACM removal work, re health risks and effects associated with asbestos exposure and the need for and details of health monitoring of relative workers;
· Asbestos related work is separated from other work areas, warning signs are erected and barricades to delineate the asbestos related work area;
· Competent person carries our air monitoring where there is uncertainty of the exposure standard being exceeded;
· If exposure standard has been exceeded, sfrp, determine the workers and others in the work area during that time and warn them of possible exposure to respirable fibres;
· Information and air monitoring results are readily available to workers and other relevant persons;
· Decontamination facilities are available to decontaminate the work area, plant used and the workers carrying out the asbestos related work;
· That nothing that is likely to be contaminated  is removed from the work area unless it is decontaminated OR sealed in a container which is decontaminated and labelled in accordance with GHS to indicate asbestos presence, prior to being removed;
· Asbestos waste is contained and labelled  in accordance with GHS prior to leaving the work area and disposed of as soon as practicable at a site authorised to accept it;
· PPE used is sealed in a container, exterior of container decontaminated and labelled in accordance with GHS before being removed;  OR laundered at a laundry equipped to launder asbestos contaminated clothing; OR it is kept in the sealed container until it is re-used for other asbestos related work.

PART 12.4  INCIDENT NOTIFICATION

S711 Duty to Notify
· Relevant person must ensure regulator is notified immediately after becoming aware of a notifiable incident – as required and by fastest possible means.
· Notice must be given by telephone or in writing by fax, email or other electronic means.
· Notification must include details of the incident requested by the regulator, be in a form or contain details approved by the regulator.
· If regulator receives notice by phone, and written notice is not required, regulator must give PCBU details of information received or an acknowledgement of receipt of the notice.
· Relevant person must keep record of each notifiable incident for at least 5 years from the day the notice is given to the regulator.

S712 Duty to preserve incident sites
· Person with management or control of relevant premises must ensure, sfrp, that the site is not disturbed until an inspector arrives at the site or any earlier time that an inspector directs, except actions:
· To assist an injured person
· To remove a deceased person
· Essential to make site safe or to minimise risk of further notifiable incident
· Associated with police investigation; or 
· An inspector or the regulator has given permission.

PART 12.5 AUTHORISATIONS
S713 to S715 
Relative person must not use or direct others to use any plant or substance that is not authorised by a licence, permit, registration or other authority and is required to be under the regulations. 

SCHEDULE 5A PC – AMENITIES for construction work

Part 2 Toilets
PC must ensure:
· Reasonably available toilets (eg: located within the site compound)
· 1 toilet for each 15 persons
· Be a connected toilet - sewerage or septic connection if available; or otherwise portable
· Must be located to provide privacy 
· Have cubicles or room that has door that is lockable from inside 
· Is ventilated
· Female toilets must have sanitary disposal facility and be separated from sight of urinals
· Must have adequate supply of toilet paper.

Part 3 Other Amenities
PC must ensure:
· Room or sheltered area to eat meals and take breaks, which is hygienic and separate from work activity that is likely to expose persons to H&S risk
· If at least 15 persons, to have adequate space and seating for maximum persons likely to use it and have appropriate facilities for washing and storing utensils, boiling water and storing food in a cool place.
· Hands and face wash facilities available 
· Drinking water that is potable, clean and cool located within 30m of workers on a single level building and at least every 2nd level of high rise building and not located in toilets.
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Foreword
Duty holders required to comply with an approved COP (Code of Practice) or follow another method that provides equivalent or higher standard of WHS to the COP.

COP applies to anyone who has a duty of care and in most cases would achieve compliance with H&S duties in the WHS Act.

Scope & Application
Applies to all types of work and workplaces covered by the WHS Act and provides guidance to duty holders re matters on how to consult, co-operate and co-ordinate activities with each other.

Use of COP
“Should” indicates a recommended course of action.
“May” indicates optional course of action.
“Must” or “Requires” or  “Mandatory” indicate legal requirement and must be complied with.

1. Introduction
1.1 Who has duties: 
· S47 of Act – PCBU must consult, sfrp, with workers; 
Based on recognition that worker input and participation improves decision-making re H&S matters and assists in reducing work-related injuries and disease;
If workers are represented by a H&S representative, then consultation must involve that person.
· S46 of Act – Each person with duty must, sfrp, consult, co-operate and co-ordinate activities with all other persons who have duty.
PCBU will have duty if they engage or direct or influence work carried out by workers; may put others at risk; manage or control workplace, fixtures, fittings or plant at workplace; supply plant, substances or structures; or install, construct or commission plant or structures.
Various duty holder’ duties may overlap and they are required to consult, co-operate and co-ordinate with each other, sfrp.
PC’s as persons who manage or control the workplace, have specific duties under WHS regulation to have arrangements in place for consultation, co-operation and co-ordination of activities between any PCBUs at the site.
Officers – such as company directors, have duty of exercise due diligence to ensure compliancy with WHS Act and Regulation, including taking reasonable steps to ensure processes for compliance with duty to consult workers and other duty holders.
Workers have duty to take reasonable care for their own H&S and that they don’t adversely affect H&S of others.  They must comply with any reasonable instruction and co-operate with any reasonable H&S policy or procedure at the workplace.
1.2 Consultation is important because:
· Legal requirement
· Essential part of managing H&S risks
· Safe workplace more easily achieved when all communicate to identify hazards and risks, discuss H&S concerns and work together to find solutions
· By drawing on knowledge and experience of workers, more informed decisions can be made
· Greater awareness and commitment as workers involved in H&S decisions will better understand the decisions
· Positive working relationships re understanding others’ views leads to greater co-operation and trust.
· Will help address any gaps in managing H&S risks that often occur when there is lack of understanding, duty holders assume someone else is taking care of the H&S matter and when the person who takes action is not the best person to do so.
· You each understand how your activities may impact on H&S and the actions taken by all are complementary.
2. When to consult with workers
· S49 of Act – PCBU must consult with workers when: 
· Identifying hazards & assessing risks
· Making decisions about ways to eliminate or minimise risks
· Making decisions re adequacy of worker facilities
· Proposing changes that may affect H&S of workers
· Making decisions re procedures for consulting with workers; resolving health or safety issues; monitoring worker health; monitoring worker conditions and providing information and training for workers. 
· Regular consultation allows you to identify and fix potential problems early.
2.1 Managing risks
· Consultation with relative workers is required when identifying hazards, assessing risks and on decisions re control measures for those risks.  Their experience may help to identify hazards and choose practical and effective control measures.
· Regularly walking around workplace, talking to workers and observing works will also help to identify hazards.
· Conducting a survey of workers can provide valuable information about issues such as workplace bullying, stress and other issues that can signal potential hazards.
· Workers and H&S representatives may need to access information re H&S.
· Information should not be withheld due to being technical or difficult to understand, but personal or medical information concerning a worker should not be given without worker’s consent.
· For further guidance, refer to How to manage work health and safety risks Code of Practice. 

2.2 Deciding of welfare facilities
· Toilets, Drinking water, Washing facilities, dining areas, change rooms, personal storage and first aid
· Must consult with workers re facility needs, considering workforce number and composition; work type; workplace size and location; access; cleaning; and maintenance of facilities.
· Should consult with workers re any changes that may affect them.
· Further guidance – Managing the work environment and facilities COP.
2.3 Making changes
Must consult with workers when planning to make changes that may affect their work H&S (eg: changing work systems, rosters, procedures or work environment; developing a new product or planning new project; purchasing new or used equipment or using new substances; or restructuring the business.
2.4 Developing procedures
· Must consult with relative workers when developing procedures for resolving work H&S issues; consulting with workers on work H&S; monitoring worker health & conditions; and providing information and training.
· In writing to provide clarity and certainty and assist in demonstrating compliance.
· Should clearly set out roles of all parties.
· Should be easily accessible.
· If issue resolution procedures are agreed to, they must be set out in writing and communicated to all relative workers.
3. Effective consultation is:
· Talking to each other re H&S
· Listening to their concerns and raising yours
· Seeking and sharing view and information
· Considering what workers say prior to making decisions.
· S48 of Act – Consultation requires that: Relative work H&S information is shared with workers; workers given reasonable opportunity to express their views, raise H&S issues and contribute to decision-making process; consideration of workers views; and workers advised of outcomes in timely manner.
· Management commitment and open communication is important in achieving consultation.  Workers more likely to engage when knowledge and ideas are actively sought and H&S concerns taken seriously.
· Workers should be encouraged to ask questions; raise concerns; report problems; make recommendations and be part of problem solving process.
· Consultation will increase likelihood of effective decisions that will be actively supported. 
3.1 Sharing information 
· Must share relevant information with workers and their H&S representatives early, so they have time to consider, discuss and provide feedback.
· All information should be provided to enable informed and constructive discussions including information re policies, procedures, technical guides, hazard reports, risk assessments, proposed changes; and relative data.
· Information should be easily understood by workers, taking into account literacy needs, cultural or linguistically diverse backgrounds.
· Information should be current and attention drawn to new material so those who do not regularly check it will know what is happening. 
3.2 Provision of reasonable opportunities to express views and contribute  
· May involve providing suitable time during work hours for consultation; allowing regular discussion during meetings; and providing workers with different ways to provide feedback.
· H&S representatives must be included in the discussions if they exist.
3.3 Taking views into account
Must take worker and H&S representative views into account before making a decision.  Must allow workers to contribute to H&S decisions.
3.4 Advising outcomes of consultation
Should agree to respond to concerns and questions raised by workers within a certain timeframe and offer feedback on any options proposed.   Must inform workers of final decision asap, with information to help them understand why.
3.5 To what extent should you consult?
· Must consult on H&S matters, sfrp, with relative workers. 
· Aim should be to ensure sufficient information to make well-informed decisions and that workers given reasonable opportunity to provide their views and understand the reasons for decisions.
· Not expected to do impossible, but are required to take a proactive and sensible approach to consultation.  
3.6 Must consultation be documented?
Recommended that records be kept to:
· Demonstrate compliance with consultation requirements
· May assist risk management process and make disputes less likely
· Should include:
· Who is involved
· What the safety matter is
· What Decision made
· Who is to take action and by when
· When the action has been completed.

4. How to consult with workers
· Informal – talk to them regularly and consider their views when making H&S decisions
· Where a request is made by a worker; 
· Request is made by 5 or more workers or a H&S representative.

4.1 What kind of consultation is best for your workplace:
Should take into account:
· Size of business
· Way work is arranged
· What suits workers
· Range of work and H&S issues
· Best methods to meet duty to consult
· Purpose of consultation
· To ensure all workers can participate in consultation including shift workers or mobile workers.
· Consistent communication and flexible communication for extra-ordinary circumstances.
· Consultation procedures monitored and reviewed to ensure they continue to be effective.
4.2 Agreeing on consultation procedures
Agreement with workers:
· Will help to make the consultation more effective;
· Can save time and confusion about how and when it will occur.
                  Most likely to be most effective if they include:
· Relevant matters
· Who will be consulted
· Method of consultation
· Opportunity for workers’ views
· Consideration of special language and literacy needs
· Timeframes for reviewing the procedures.
· Procedures monitored and reviewed to ensure they continue to be effective.

4.3 Consultation using H&S Representatives and Committees
· If a worker makes a request for election of a H&S Representative, work groups must be formed and agreed to – refer to S52-S53 and S75,S76 & S78 of Act.

4.4 Sharing consultation arrangements with other duty holders
Contractors or on-hire workers should be included in the consultation process where issues are relevant to them.
4.5 How should the consultation arrangements be reviewed?
Once consultation methods are established, should monitor and review procedures to ensure consultation meets requirements under the WHS Act and Regulation.  Refer to Appendix B – Consultation checklist.
5. How to Consult, co-operate and co-ordinate activities with other duty holders
· Refer to S16 & S46 of the Act
· May ensure outcomes either by taking action or ensuring another is doing so.
5.1 Who must consult, co-operate and co-ordinate and with whom
Identify other duty holders that you need to consult, co-operate and co-ordinate activities with.  

 
5.2 When must you consult, co-operate and co-ordinate with others?
When you become aware they are or will be involved in the work – During planning and any other parties during the works.
5.3 What is meant by consultation with other duty holders?
To ensure everyone associated with the work has a shared understanding of what the risks are and how they will be controlled.
Consultation will determine which H&S duties are shared and what each person needs to do to co-operate and co-ordinate activities with each other to comply with their H&S duites.
Consultation should include:
· What each party is doing, how , when and where and what plant or substances may be used
· Who has control or influence over aspects of the work or the environment 
· Ways activities may affect work environment or other works
· Identifying workers that are or will be involved  and who else may be affected
· What procedures or arrangements in place for consultation and representation of workers and for issue resolution
· What information may be required
· What is known re hazards and risks associated with their activity
· If activities will may introduce or increase hazards or risks
· What H&S provisions
· What further consultation may be required to monitor H&S or to identify any changes in the work or environment.
5.4 What is meant by co-operation?
Requirements should have been identified in the consultation process.
May involve implementation of arrangements re any agreements reached during consultation and/or not obstructing communication and and/or responding to reasonable requests from other duty holders.
5.5 What is meant by co-ordination?
Duty holders to work together so each can meet their duty of care effectively without leaving any gaps in H&S protection.  Plan and organise activities together with other duty holders.
May involve scheduling of work activities separately from other duty holders or together as effective.
5.6 What if another duty holder refuses to consult or co-operate or co-ordinate?
Written arrangements are not essential, but may help to clarify everyone’s expectations.  
Should check that other parties are aware of this duty.
Appendix C gives examples of Consultation, co-operation and co-ordination activities.



	· Safe Work Australia model Code of Practice: How to Manage Work Health and Safety Risks
	Location of document:
Office of Industrial Relations – Workplace Health and Safety Qld website & TLCC legislation Resources folder.

NB: USED QLD COP (Not SW Australia)


Summary of contents:

Scope and Application
Practical guide for persons who have duties under the WHS Act and Regulation to manage risks re H&S.

1. Introduction
1.1 Who has responsibility for managing WHS risks?
Sfrp, any persons who have a duty to ensure H&S to manage risks under the WHS Act and Regulation
A person can have more than one duty and more than one person can have the same duty at the same time.

1.2 Meaning of key terms
Gives definition of Hazard, risk and risk control.
1.3 What is involved in managing risks?
· PCBU Management commitment
· Involvement and cooperation of workers
· Involvement in H&S issues
· Invest time and money in H&S
· Ensure H&S responsibilities are clearly understood.
· Should be planned, systematic and cover all reasonably foreseeable hazards and associated risks.
· 4 steps of risk management include:
· Identify hazards – what could cause harm
· Assess risks – understand nature of the harm that could be caused by the hazard, how serious and the likelihood of it happening
· Control risks – implement most effective control measure that is reasonably practicable in the circumstances.
· Review control measures – to ensure they are working as planned.
· Consultation, co-operation and co-ordination with workers and other duty holders/

1.4 When should a risk management approach be used?
Ongoing process that is triggered when any changes affect your work activities
2. Step 1 – How to identify hazards
Involves finding things and situations that could potentially cause harm to people.
Examples of common hazards and potential harm:
· Manual Tasks – Overexertion or repetitive movement can cause muscular strain
· Gravity – Falling objects, falls, slips and trips of people can cause fractures, bruises, lacerations, dislocations, concussion, permanent injuries or death.
· Electricity – Potential ignition source. 
Exposure to live electrical wires can cause shock, burns or death from electrocution
· Machinery & Equipment – Being it by moving vehicles or being caught by moving parts of machinery can cause fractures, bruises, lacerations, dislocations, permanent injuries or death.
· Hazardous chemicals - Chemicals (such as acids, hydrocarbons, heavy metals) and dusts (such as asbestos and silica) can cause respiratory illnesses, cancers or dermatitis.
· Extreme temperatures - Heat can cause burns, heat stroke or fatigue Cold can cause hypothermia or frost bite.
· Noise - Exposure to loud noise can cause permanent hearing damage
· Radiation - Ultra violet, welding arc flashes, micro waves and lasers can cause burns, cancer or blindness.
· Biological - Micro-organisms can cause hepatitis, legionnaires’ disease, Q fever, HIV/AIDS or allergies.
· Psychosocial hazards - Effects of work-related stress, bullying, violence and work related fatigue.
2.1 How to find hazards
· Inspect the workplace – environment, suitability of tools and equipment and maintenance, any changes?
· Consult workers – issues, near misses, bullying, injuries, etc.
· Review available information – from regulators, industry associations, unions, technical specialists, safety consultants, in house statistics, manufacturers, suppliers.

3. Step 2 – How to assess risks
Involves considering what could happen if a person is exposed to a hazard and the likelihood of it happening to determine the severity, whether controls are adequate, actions to take to control the risk and how urgent the action needs to be taken.
3.1 When should a risk assessment be carried out?
· When there is uncertainty about how a hazard may result in injury or illness
· Work activity involves a number of different hazards and there is lack of understanding re how hazards may interact to produce new or greater risks
· Changes in the workplace that may impact on effectiveness of control measures.
· Mandatory for high risk activities – eg: confined space work, live electrical work.
· Hazards that have exposure standards (eg: noise and airborne contaminants) may require scientific testing or measurement by a competent person to assess the risk.
· Not required where legislation requires hazard or risk to be controlled in a specific way – requirements must be complied with
· Code of Practice or guide sets out a way of controlling a hazard or risk and is followed
· Well-known and effective controls used by industry that are suited and implemented.

3.2 How to do a risk assessment
· Work out how severe the harm could be.  Consider:
· Type of harm that could occur and the severity
· Factors that could influence the severity of harm (eg distance someone may fall or concentration of a particular substance).  If immediate or over time.
· How many people are exposed to the hazard and how many could be harmed
· Could one failure lead to another – ie: failed electrical service could lead to controls that rely on the source to become ineffective.
· Could a small event escalate into a larger event – ie: small fire could cause explosion of combustible materials.
· How can hazards cause harm?
Consider chain of events – if one or more event can be stopped or changed, the risk may be eliminated or reduced.  Determine the starting point and what may happen next to provide a  list of events that may cause harm.
· Consider likelihood of harm occurring
· How often is task done?
· How often are people near hazard? And how close?
· How often has it happened before?
· Rate the likelihood – Certain to occur OR Very Likely OR Possible OR Unlikely OR Rare.
· Level of risk will increase as the likelihood of harm and its severity increases.

4. Step 3 – How to control risks
· Eliminate, sfrp OR if not possible, minimise the risk, sfrp
· Consult workers and representatives directly affected by decision;
· Consider various options and choose the control that most effectively eliminates or minimises the risk to provide highest level of protection that is reasonably practicable.
· Prioritise hazards with highest level of risk.
4.1 Hierarchy of risk control
· Level 1 – Eliminate the hazard
· Level 2 – Substitute with something safer; Isolate hazard; and/or Reduce with engineering controls.
· Level 3 – Administrative controls; and /or PPE.
Aim to eliminate hazard and if not reasonably practicable, minimise by working through the other levels in the hierarchy.
4.2 How to develop and implement control options
· Codes of Practice and guidance material
· Manufacturers and suppliers of plant, substances and equipment
· Industry associations and unions.
· Ask what can be done to stop or change the event occurring?
· Work through the events in the sequence to give ideas about all possible ways to eliminate or minimise risk.
· Ensure chosen controls do not introduce new hazards.
· If 2 measures provide same level of protection and are equally reliable, cheapest option can be adopted.
· Cost cannot be used as a reason for adopting controls that rely exclusively on lower end controls.
· Support new controls with work procedures (describe task, identify hazards and how the task is to be performed to minimise risks);Training, instruction and information (ensure all relevant workers are trained in the changes and can complete the task safely); Supervision (will depend on risk level and worker experience). 
4.3 How to ensure that controls remain effective
Actions to help monitor control measures implemented and to ensure they remain effective:
· Accountability – should be clearly allocated to ensure procedures are followed and maintained.  Managers and supervisors should be provided with authority and resources to implement and maintain control measures effectively.
· Plant & Equipment Maintenance – Will involve regular inspection and testing, repair or replacement of damaged or worn plant and equipment.  Set up checks that controls are suitable for the nature and duration of work and ensure checks are used correctly.
· Current Training & competency – control measures depend on workers and supervisors having appropriate competencies to do the work safely.  Training should be provided to maintain competencies and to ensure new workers are capable of working safely.
· Current hazard information – eg: plant and substances; may be updated and should be checked to ensure controls are still relevant.  New technology may provide more effective solutions.  Changes to operating conditions or the way work is carried out may also require updated control measures.
· Regular review and consultation with workers and representatives -  control measures are more effective with these.

5. Step 4 – How to review controls
· Review control measures regularly – don’t wait until something goes wrong.
· Must review if:
· Control measure is not effective in controlling the risk
· Prior to change that is likely to give rise to new or different H&S risk that the control measure may not effectively control
· New hazards identified
· Consultation indicates that a review is necessary
· H&S Representative requests a review.
· Use same methods as in the initial hazard identification step to check controls.  Consult workers and their representatives and consider following:
· Are control measures effective in their design and operation? 
· Have control measures introduced new problems?  
· Have all hazards been identified? 
· Have new work methods, new equipment or chemicals made the job safer? 
· Are safety procedures being followed?  
· Has instruction and training provided to workers on how to work safely been successful? 
· Are workers actively involved in identifying hazards and possible control measures?
· Are workers and Representatives openly raising H&S concerns and reporting problems promptly?
· Are frequency and severity of H&S incidents reducing over time?
· If new legislation or new information becomes available, does it indicate current controls may no longer be the most effective?
If issues found – go back through the risk management steps, review information and make further decisions about controls.  
Give priority to the most serious risks and consider that these should be reviewed more frequently.
· Case studies offered in Appendix C.
6. Keeping Records – Has following benefits:
· Helps to demonstrate potential compliance with WHS Act and Regulation and also when undertaking subsequent risk assessments.
· Allows you to demonstrate how decisions were made  
· Assists in targeting training at key hazards 
· Provides a basis for preparing safe work procedures 
· Allows you to more easily review risks following any changes to legislation or business activities
· Demonstrates to others (regulators, investors, shareholders, clients) that WHS risks are being managed.  
Detail and extent of records will depend on size of workplace and potential for major WHS issues.  Useful to keep information on:
· Identified hazards – risk assessments and controls implemented, checklists, worksheets and tools used in working through the process
· How and when controls were put in place, monitored and reviewed
· Who was consulted 
· Relevant training records
· Any plans for changes.

Some hazards in WHS Regulation have specific record-keeping requirements – eg:  Hazchems; and with record retention timeframes.

Should ensure that all workplace is aware of record keeping requirements, including which records are accessible and where they are kept.


	· Guidance material
	Location of document:
Master Builder Qld Oct-Dec2017 magazine – Work safe Silica Dust article “Don’t breathe silica dust”.

Available from QBCC and on TLCC Staff coffee table.

Summary of contents:
Important to be aware of the risks and how to manage them properly.

Silica Dust is hazardous because:
· Small particles can easily be inhaled deep into lungs
· Can cause silicosis – serious irreversible lung disease 
· Silicosis usually develops after exposure over many years but can develop rapidly when exposure is high level.

Construction workers that cut, sand, carve, grind, blast or polish materials containing silica are those at risk.

Work associated with those tasks includes:
· Labouring
· Demolition works
· Concrete grinding
· Brick, concrete or stone cutting (especially using dry methods)
· Excavations, earth moving and drilling plant operations
· Paving and surfacing works.

Reducing the risks:
· Try to eliminate exposure levels to respirable silica dust and if not possible to eliminate:
· Fit on-tool dust extraction system
· Water suppression of dust
· Isolation – undertake tasks outdoors and away from other workers, or use encapsulated area
· Respiratory protective equipment – use as secondary control (respirator must be fit for task and seal tested and user to be clean shaven.

For more information on control of silica dust, visit worksafe.qld.gov.au.



	· Organisational policies
	Location of document:
TLCC Intranet – IMS documents; TLCC Reception; and TLCC SMP.

Summary of contents:

· To lead the way in H&S within Industry.
· IMS (Integrated Management System) which enables compliance to AS/NZS 4801:2001 that covers activities of our operation.

IMS objectives of eliminating work-related injury and illness:
· Conformance with WHS Act, Regulations and Codes of Practice
· Managing risks associated with our business activities
· Providing and maintaining safe work environment
· Providing and maintaining safe plant and structures
· Providing and maintaining safe systems of work
· Ensuring safe use, handling and storage of plant structures and chemicals
· Provision of adequate facilities for worker welfare; and access to those facililities
· Providing information, training, instruction and/or supervision that is required
· Monitoring worker health and workplace conditions
· Establishing measurable objectives and targets to document and monitor progress.

Request personal cooperation and commitment of workers, contractors and clients to help us achieve zero harm objective.

Requests that all abide by our safety rules; report unsafe conditions; and to be involved and committed to continuing program that ensures safe, healthy and hygienic environment for all.

Contributions are valued.



	· Organisational procedures
	Location of document:
TLCC Intranet – IMS documents; and Combo safety folders.

Summary of contents:
WHSPR-008 Excavator Operational Procedure

Purpose:  to provide safe operating techniques associated with excavators.

Hazards/controls:
· Pedestrians and ground men work in congested construction zones and therefore work within close proximity to one another;
· Pinch points causing workers to be pinned between the bucket and frame or between the lift arms and frame;
· Pinning of personnel between excavator and another object;
· Rollovers; and
· Crushing or being run over with excavator. 
· Equipment orientation, identification of pinch points, and common operating hazards;
Controls: 
· Read and understand the operator’s manual;
· PPE (hi-visibility apparel, hard hat, steel toe boots, safety glasses, and gloves);
· Pre-shift huddle, field level risk assessment, tool box talk;
· Participate with all WPHS requirements; and
· Follow all relevant legislation and TLCC policies and procedures.

Precautions:
· All employees must be aware of operating and site specific hazards prior to commencing work;
· Operators are responsible for the safe operation of the excavator at all times;
· Use extreme caution while backing up.  There are large blind spots behind the excavator and on both sides where the arm lifts pivot up and down; and
· Ground workers must be attentive to their surroundings, never have their back to moving, and remain out of the line of fire. 
· Always secure the bucket with a safety pin and only sling lift with correct equipment and the lift point.

Provides chart on round and flat webbing slings with WLLs.

PROCEDURE

Safe Operating Procedures: 

1. Conduct a pre-trip to ensure equipment is free of malfunctioning components (back-up alarms, gauges, controls, hydraulics, etc) or absent of physical body damage.  
2. Inspect attachments and ensure that they are being used according to manufacturer’s specifications. 
3. Check for obstacles and/or hazards (drop-offs, soft soil spots, overhead wires etc) when conducting Field Level Risk Assessment, plan safe loading and unloading routes.
4. If a ground spotter is available, ensure that hand signals are understood and communicated before commencing work.
5. Familiarize self with controls, gauges and warning devices specific to your excavator prior to operation. 
6. Adjust seat and mirrors in bobcat to minimize blind spots.
7. Work with the seat belt fastened and the restraint bar in place.
8. Keep your arms, legs, and head inside the cab while operating the loader.
9. Travel and turn with bucket in the lowest position possible.
10. When possible face the direction of travel. 
11. Adjust speed to suit working conditions and terrain. 
12. Travel straight up or down with heavy end pointed uphill.  Do not travel sideways on slopes. 
13. Maintain consistent eye contact and practice regular hand signals with spotter or ground men.  Never assume they know where you are going.
14. Buckets and attachments must be fully lowered to the ground when not in operation.
15.  When parking, place gear in neutral, apply parking brake, and remove keys from ignition.
16. When practicable park excavator side by side other equipment for safe start-up when beginning operations at later time.  

*Note:  Operators are responsible at all times for the safe operation of their equipment.  Operators must maintain a minimum distance of (500mm) from ground personnel at all times.  
  
Entering and Exiting the Excavator:

1. Enter when the bucket or attachment is on the ground.
2. Face the seat when entering and maintain 3-point contact.
3. Do not use the foot or hand controls to step or hold while entering or exiting.
4. Before exiting, lower bucket or attachment to the ground, set the parking brake, and shut off engine every time.

NEVER Conduct the following when operating the Excavator:

1. Allow riders anywhere on the equipment.
2. Use the bucket or other attachments as a platform.
3. Exceed the load capacity.
4. Modify or bypass safety devices.
5. Proceed in reverse without clarification area is free of pedestrians, ground men, or equipment etc. 
6. Use hand held devices, or cell phones while operating equipment. 



	· Organisational processes
	Location of document:
Reporting – process outlined in TLCC SMP – available on TLCC Intranet and in TLCC Project folders.

Summary of contents:

Reporting Structure:
General reporting applicable to all HOINs is as follows:
· Report immediately to TLCC Foreman or site supervisor 
· TLCC Foreman or Site Supervisor to report to Principal Contractor Site Supervisor and TLCC Project Manager
· TLCC Project Manager shall ensure client, HSQ Advisor, client and other stakeholders are notified as required
· TLCC Site supervisor to ensure written Incident Report is submitted to TLCC Office within 24 hours of the event (WHSEF-013 – HOIN Report OR Written Statement with relative incident details)
· In the case of any notifiable incidents, HSQ Advisor to report to TLCC Director who will ensure the incident is reported to the regulator.
HOIN Reporting & Procedures
Minor Injuries, Incidents and Near Misses
Dangerous work practices or work conditions are reported to the TLCC Site supervisor and the Principal Contractor Site Manager/Superintendent as soon as possible, following the incident.  Client (if different to Principal Contractor) is to be advised as soon as possible following the incident and no later than 12 hours following the incident.
All incidents and near misses regardless of how small must be reported to the TLCC Site supervisor and the Principal Contractor Site Manager/Superintendent. The TLCC Site supervisor in consultation with the person reporting i.e. an injured worker and any other relevant persons will complete a WHSEF-013 Hazard, Observation, Incident or Non-Conformance form.  HOIN Register will be updated by HSQ Advisor.
A complete investigation will be undertaken in the event of a moderate, high to extreme risk incident occurring within the TLCC operation.  WHSEF-026 Incident Investigation Report may be used to record the investigation.
If a person requires first aid treatment they will, where possible notify the nominated first aid officer directly, if not possible the Site Manager will arrange for suitable treatment.
If no further treatment is required the worker may return to work.
Serious Injuries
If the injury is serious, activate the relevant emergency notification system and call 000. While first aid personnel are responding, have someone stay with the injured worker and ensure the surrounding area is safe. 
1. The first person at the scene to follow the DRSABCD Action Plan -
	D	Danger
	R	Response
	S	Send for help
	A	Airway
	B	Breathing
	C	CPR
	D	Defibrillation
1. If mechanical or electrical equipment is involved, isolate first.
1. Ring “000” to advise ambulance, fire brigade and police if necessary. State the nature of the emergency and if special equipment is required to lift or lower the injured person from the incident site.
1. Do not hang up the phone until the emergency personnel has directed you to do so, they may require extra information.
1. Organise a person to go to the site entrance/s to guide Emergency Services to the nearest access point to the patient.
1. Notify the injured worker’s next of kin.
1. Communication systems should not be used for any other purpose until the emergency is over.
1. Injured person to be transported via Ambulance or other means to receive additional treatment.
1. Notify the TLCC Site supervisor as soon as possible.
1. Principal Contractor Site Manager/Superintendent is to be advised as soon as possible and not more than 12 hours following the incident.
1. Notify Company Project Manager and HSQ Advisor as soon as possible by phone on of the incident. 
1. The TLCC Site Supervisor, in consultation with the injured worker and any other relevant persons will complete a WHSEF-013 Hazard, Observation, Incident or Non-Conformance form.  HOIN report is to be supplied to Project Manager and HSQ Advisor within 24 hours of the incident occurrence.  The HOIN Register will be updated by the HSQ Advisor.
1. Where relevant, a full investigation will be conducted.
WHS Notifiable Incidents
The Work Health and Safety Act 2011 (Qld) requires the notification of:
The death of a person;
A serious injury or illness of a person; and/or
Dangerous incidents.
These incidents will be reported to the regulator by the Directors or HSQ Advisor by telephone, email or in writing. The notification must include the information details approved by the regulator. 
Normal incident reporting and investigation procedures will also apply.
If a death occurs notify the Police immediately and do not disturb the incident scene.
Records of notifiable incidents will be retained for at least 5 years after the event.
· HSQ Advisor to notify TLCC Director of any notifiable incidents immediately after notice has been given.
· SITE IS NOT TO BE DISTURBED following a notifiable Incident, unless a prescribed reason to disturb it exists:
· To assist an injured person
· To remove a deceased person
· Essential to make the site safe or to minimise the risk of a further notifiable incident
· Associated with a police investigation
· A WHSQ inspector has given permission – may be given in person or by a phone call.


	· Organisational systems
	Location of document:
SMP (Safety Management Plan) – Available in TLCC Intranet and in Project folders on site.

Summary of contents:

Section 1 – Safety management system overview
Includes:
· Contents table
· Current WHS Policy
· Overview and purpose:
· SMP details how TLCC will discharge H&S obligations
· Defines responsibilities
· Details requirements of all stakeholders
· Details how contractors will be managed
· Identifies key WHS risks, how to manage and establishes project objectives and targets
· Compliance with legislation at a minimum
· Integrates WHS management into project and planning processes compliant with client requirements
· Training and resources provision
· Cooperation, consultation and co-ordination with stakeholders
· Monitoring and reviewing WHS performance.
· SMP reviewed and updated as required to ensure currency
· Site supervisors may amend Site specific SMP to suit site conditions
· HSQ Advisor to amend re legislative and other updates.
· Revisions to be tool boxed to all TLCC employees. 
· Electronic versions kept in Project and Compliance Drives within TLCC network.  
· Hard copy provided on all TLCC project sites.  
· Includes information on supporting documentation & resources – Integrated Management System Manual; IMS forms and registers; SWMS and SWP (Safe Work Procedures).
· Project Risk Assessment purpose to analyse all aspects for job or project and to determine control measures to be put into place and/or considered.  Identifies whether any special permits, authorities or conditions may apply.
· TLCC Safety & SDS Folders – issued to all site supervisors and include:
· TLCC IMS Policies, forms, registers and procedures
· SDS  register and SDS risk assessments for hazchems
· Emergency numbers
· Other resources.
· Safety Equipment requests outside of project budget to be directed to TLCC Project Manager or section Manager.
· Lists referenced documents
· Details on amendments to the plan
· Details on distribution of SMP
· Revision Authorisations for various issues (Generic and/or Project specific)
· Definitions and abbreviations

Section 2 – Project Specific Information
Includes:
· Stake holder details
· Project details – scope of work; applicable permits, licences and approvals; project specific requirements; start date and expected duration of project.
· Key Personnel
· Sub contractors
· Plant, equipment and facilities
· Public safety strategies (ie; notifications, fencing, etc)
· Signage
· Emergency equipment & resources (including first aider and nearest medical & hospital facilities)
· Housekeeping facilities (skip bins, stockpiles, etc)
· Principal Contractor Provisions – including amenities, site security, site access and other facilities

Section 3 – Emergency Procedures
Includes:
· General Emergency Evacuation and Drills – In event of emergency that requires leaving the area, all persons to proceed to nearest safe assemble area and to wait until accounted for by TLCC representative and all clear given to return to site from relative authority (ie: fire brigade).
· Principal Contractor to nominate Procedure and muster point, show location of muster point and provide training to all workers.  Signage to be erected to identify Emergency Evacuation muster point and Plan, procedure and contacts to be displayed on site where workers can see them.
· Drills to be conducted at least once every 6 months where TLCC is Principal Contractor.
· Emergency contact numbers.
· Procedure in the event of injury & fire
· Assembly point for all evacuations.
· Responsibilities re emergencies given – including site supervisor, Contractor supervisors, first aiders, workers, site visitors.

Section 4 – Structure, responsibility and accountability
Includes:

· TLCC Project Organisational chart
· TLCC organisational responsibilities (including internal: if TLCC is Principal Contractor, PCBU, Workers, Project Managers, Construction Manager/Director, Site Foreman/Supervisor, HSQ Advisor. Contractors; and external: Contractors,  suppliers and Consultants.)

Section 5 – Risk Management
Includes:
· Licencing, permits and approvals -  Application, site copies, notifications and training.
· Reporting:
· Structure (who to report to); 
· HOIN Reporting and Procedures for Minor injuries, incidents and near misses;  Serious injuries; and WHS Notifiable Incidents.
· Incident Investigation and Preventative Actions.  Standard Information retained for all investigation reports:
· Location
· Date and time of incident
· Date Investigation began
· Names and affiliation to incident
· General nature of incident
· Description of incident
· Facts brought about during investigation
· Cause of incident and contributory factors
· Recommendation for corrective and preventative actions
· Lessons learned.
· Where possible – keep a timeline of events for each incident.
· Identify Corrective and Preventative Actions – that can be implemented to ensure incident does not recur.  Eliminate hazards or if not able to, minimise using hierarchy of controls.  Every action shall have a responsible person and due and completion dates recorded.
· Modes of Communication of HOIN information: Safety Alert; meetings and briefings; Email; memos; notice boards on site; newsletters; signage; annual reports; phone calls; and/or tool box talks.
· Workers’ Compensation & Rehabilitation – information for when a worker is injured at work; Management of Rehabilitation; Injured Worker role; Co-workers Role; Rehabilitation and Return to work Coordinator role and Supervisors role.
· Monitoring – Daily pre-start meeting records; responsibilities, Frequency and Parameters of monitoring.
· Planning for hazard identification, assessment and Control:  Methodology; Legislation, codes of practice and standards applicable to various works listed.
· Risk Assessment – pre-start risk assessment performed and recorded;  primary objectives:  Identify hazards, determine level of risk; decide on and implement risk control measures; review controls to ensure they remain effective.
· Performing a risk Assessment:
· Daily prestart Risk Assessment Form to record; Walk through site;  
· Step 1 – Identify Hazards – guidelines given re various tasks.
· Step 2 – Assess Risk – instructions given re assigning likelihood and consequence levels, combining the risk matrix values to obtain a risk score and using the risk score to prioritise risks
· Risk assessment table, Hierarchy of controls, matrix and score indicator displayed
· Step 3 - Determine Control Measures:  Eliminate risks to H&S, sfrp (ie:  using mechanical lifting deice instead of manual handling) and if not reasonably practicable to eliminate the risk to H&S, to minimise risks, sfrp by substituting (eg: using non-toxic chemical rather than a toxic one) or using engineering (Ie: provide guards or locks) controls.  If risk still remains, use Administrative (eg: training or signage) or PPE (ie:  dust masks, hearing protection) controls.  
· Project Risk Assessment:  written record of hazards and controls to be used and/or considered for the Project works.  Shall be used to determine initial controls for the project.
· SWMS – must be available for inspection while activity is performed on site; copy of SWMS and any revisions to be provided to Principal contractor prior to high risk works commencing; Workers to review and sign onto SWMS prior to high risk works commencing and must follow controls therein.
Contractors to submit SWMS and any revisions for high risk construction work prior to commencing works on site.
· TLCC has generic SWMS which should be reviewed and revised where any project or site specific hazards are identified and that are not covered by the site specific SWMS.
· SWMS applications:
· Works supervisor to review with workers performing the works
· Signed by relevant workers
· Kept available on site for inspection by workers, supervisors, managers, regulator inspectors and any other personnel related to the high risk works on site, for the duration of the high risk works.
· Review and revise as necessary and as per site and work conditions.
· Instructions for SWMS changes are included in the document
· Changes to be accepted, dated and initialled by works supervisor.  All personnel related to the works to review and re-sign the SWMS.  Copies of any revisions to be supplied to Principal Contractor on site.
· SWMS records filed in project folder when works completed.
· In event of Notifiable incident, relative SWMS must be kept by TLCC for 5 years following the incident.
· Lists high risk construction work:
· Involves a risk of a person falling more than 2 metres
· Is carried out on a telecommunication tower
· Involves demolition of an element of a structure that is load-bearing or otherwise related to the physical integrity of the structure
· Involves, or is likely to involve, the disturbance of asbestos
· Involves structural alterations or repairs that require temporary support to prevent collapse
· Is carried out in or near a confined space
· Is carried out in or near:
· A shaft or trench with an excavated depth greater than 1.5metres; or 
· A tunnel;
· Involves the use of explosives
· Involves the use of pressurised equipment
· Is carried out on or near pressurised gas distribution mains or piping
· Is carried out on or near chemical, fuel or refrigerant lines
· Is carried out on or near energised electrical installations or services
· Is carried out in an area that may have a contaminated or flammable atmosphere
· Involves tilt-up or precast concrete
· Is carried out on, in or adjacent to a road, railway, shipping lane or other traffic corridor that is in use by traffic other than pedestrians
· Is carried out in an area at a workplace in which there is any movement of powered mobile plant
· Involves Crane & Hoist Operations
· Involves dogging & Rigging Work where lifting chains or slings are used for loads
· Involves Forklift operation
· Involves artificial extremes of temperature
· Is carried out in or near water or other liquid that involves a risk of drowning
· Involves diving work
· Involves hazardous substance use/
· SWP (Safe work Procedures) – Prepared for some common tasks undertaken and provides guidelines of how to do a job – which is not high risk but still poses a risk to workers and/or others.  Provides information concerning safety precautions and procedures and will assist in training and education of new workers.

Section 5 – Project Consultation, Co-operation and co-ordination
Includes:
· Scope – Consultation is essential to ensure WHS compliance and effective implementation of legal requirements.  Aim is to: 
· Communicate H&S initiatives, performance and requirements;
· Facilitate exchange of information;
· Allow workers or others to raise concerns with regard to H&S;
· Seek and share points of view and suggestions; and
· Achieve solutions or outcomes which are agreed upon by all parties. 
· Consultation with workers, WHS committees and WHS representatives.
· Consultation means:  Pre-start meetings, Tool box talks and others (notice boards, emails, phone, word of mouth, newsletter, Internal surveys and/or memos.
· Consultation with other organisations and stakeholders – Client and Principal Contractor; and other stakeholders (ie: members of the public, local shopkeepers, etc).
· Safety Issue Resolution – methods and recording.

Section 7 – Training and induction
· Construction industry induction cards requirements – evidence.
· Site Specific Induction training – prior to commencing works on site and given by Principal Contractor OR TLCC if Principal contractor is not available on site.
· Site Visitors – to do Site Specific Induction training OR be escorted by someone who has completed it.
· Tool box talks – content and recording.
· Work Activity Training – Licence, Qualification, etc and records maintained.
· Qualification / Training requirements Summary – lists various tasks and required training/licencing/authorisations.

Section 8 -  Monitoring and Review
Includes:
· Site Inspections – Supervisor – daily inspection and surveillance as required and recorded on Daily Pre-start document; 
· Worker Task observation – Verification of Competence;
· HSQ Advisor and/or manager inspections;
· Management walk throughs;
· Internal Audits and Reviews;
· Regulator, Client and/or Principal contractor inspections.
· Result analysis and follow up: Investigation to determine preventative actions, trends, system shortcomings and/or to assess worker training needs; HOINs and corrective actions tool boxed so all workers can learn from the experience; and for statistics.

Section 9 – Project Safety
Includes hazards and aspects specific management of:
· Alcohol and illegal drugs
· Amenities and Facilities
· Concrete placement
· Confined spaces
· Electrical safety
· Electrical Works
· Electrical Equipment – Maintenance and Test and Tag
· Excavation & Trenching
· Hazardous Atmospheres
· Hazchems – SDS, Storage, use, disposal
· Worker training
· Lock out and tag out
· Manual Tasks
· Materials and Waste Handling
· PPE
· Personal Safety
· Plant & Equipment
· Signage
· Traffic Management
· Unauthorised Persons on site
· Workers & conduct
· Works near road and/or rail
· Work Vehicles
· WAH
· Isolated works
· Work Permits
· Working outdoors

Section 10 – Attachments
Includes:
· SWMS for high risk construction work to be performed
· SWPs as required
· Contractor safety documentation
· Permits, licences or approvals
· TMP or TGS where applicable
· Principal Contractor forms and registers (where TLCC is Principal Contractor).





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	There are a range of techniques, tools and processes used for physical or psychosocial hazard/risk identification, including:
· Hazard/risk checklists
· Hazard hunts
· Job safety analysis (JSA)
· Manifest/register (e.g. dangerous hoods, hazardous chemicals and plant)
· Surveys (e.g. questionnaires, interviews)
· Safe work method statement (SWMS)
· Workplace inspections and walk-throughs

Explain the following:
· Name the individuals/parties you would consult with to determine:
· Suitable risk management tools for the workplace
· Necessary logistical arrangements for the use of risk management tools
· For each tool listed, identify its applications and limitations (i.e. usefulness and usability) within your workplace.
· Consider the logistical arrangements necessary to use and apply each tool




	Consultation

	For suitable risk management tools for the workplace, I would check our Safety Management plan and I would consult with my H&S Advisor or manager, Project Manager and principal contractor representative to find out options.  I would also consult with my workers and their H&S Representatives to determine what they think will work best, so that I can best cover all bases.

For necessary logistical arrangements, I would include consultation with:
· H&S Advisor or Manager & Project Manager – to find out what is involved, relative documents available, company requirements, and to determine resources and time required to complete risk assessments.  Additionally, once risk assessments completed, get their approval and check that any nominated controls are practicable and within our budgetary limits;
· Contractors, Workers & Worker H&S Representatives – to get their feedback on associated hazards and risk to H&S and to advise of requirements to be put in place prior to commencement of works;
· Contractor or their safety representatives to check on their company requirements and if their activities will affect our works; and to advise of our actions so they will not waste time repeating the process if applicable;
· Principal contractor site supervisor to check that our process will meet their requirements OR if they have already risk assessed to obtain copy; to check on local homes and business’ consultation arrangements; and to check on any Permits to work or other considerations for the risk assessment/s;
· Other work groups’ supervisors associated with our works, to let them know of risk assessments being carried out and to check if they want to share resources and/or provide feedback towards the risk assessment process;
· Locals – site neighbours and local shops/businesses – via Principal Contractor or direct if okay – to find out best method of communication for them to receive notification of works that may affect them.  May need to do a letter drop or arrange a meeting; 
· Client – check contract and specifications to ensure they are covered and what advices need to be provided to them; and
· Check other resources:  SMP; company forms, procedures, etc; Legislation, Codes of Practice and Worksafe guides relative to the works;
· Anyone else related to the works or that may be affected by it.



	Hazard/risk checklists

	Applications: 
· Provides systematic prompts to help identify hazards common to the task and to apply appropriate risk controls

Limitations:
· Relies on responsible personnel to complete the checklist and to follow through on identified hazards;
· Person completing the checks may tick all to show compliant out of habit; and/or to show compliancy to get the job done quicker, rather than addressing individual checks.
· May not include all aspects of works or all various conditions that may apply to works on a specific site.

Logistical arrangements necessary to use and apply this tool:
· Resources to develop, maintain the checklist, and track results;
· Initial risk assessment to determine the hazards and suitable controls 
· Access to relevant Act, Regulations, Code of Practice, Standards, SMP and/or Regulator/Industry Guidelines to develop the checklist;
· System to dictate when it is to be used, for what circumstances, who is responsible to complete the checklist and what to do with the checklist once completed;
· System to provide training on use of the checklists and follow up actions;
· System to provide means of reviewing the checklist; applying any relative actions; and to determine if it is a useful tool or how it can be improved;
· System that facilitates user feedback towards relativity and improvement; and revision as required or determined.


	Hazard hunts

	Applications: 
· Useful for site workers to “train their eyes” for hazard identification and to watch out for hazards;
· If identified hazards are shared, as they should be, and the hazards made safe, could prevent an incident;
· If information on identified hazards is shared with all stakeholders, would be a good training exercise for all (ie: may highlight hazards not normally identified by some);
· If non-site personnel were used to do the hazard hunt – may be useful as “new” eyes can sometimes pick out things that regular workers have become complacent of;
· “take-5” system 

Limitations:
· If not recorded and reviewed, may not benefit all stakeholders;
· Relies on hunters being dedicated and following through with suitable controls and/or reporting the hazard so that preventative measures can be determined and decided on;
· If no system instruction in place and is randomly carried out, then benefits would be limited;
· Controls put into place by the hazard hunter may not be optimum or enough, if all regulatory and industry information, or advice, is not at hand at the time a hazard is identified.

Logistical arrangements necessary to use and apply this tool:
· Would need a system to dictate the frequency; means/rules of conducting the hunt; means of recording the information; and means of review/monitoring for maximum effect to all stakeholders.
· Would need worker training in the system.
· System resources to plan, execute and report results. 


	Job safety analysis (JSA)

	Applications: 
· Goes through the steps of a type of work; picks out any relative hazards re the steps involved to compete that work; and applies controls to eliminate or reduce any risks to H&S;
· Like a SWMS but more specific to the actual task at hand.
· Good tool if workers are to complete them – as they will more likely follow the controls if they have set them themselves. 
Limitations:
· Relies on experienced worker/s; knowledge of legislation, COPs, standards and guides that can give advice on the required work method, controls, steps and inherent hazards/risks that need to be covered;
· All relevant workers to train and follow the work methods.
· Don’t usually contain the information required in SWMS.
· Usually only good for one job/task and on one project.

Logistical arrangements necessary to use and apply this tool:
· System, legislation, standards and/or guidelines OR advice on same, to develop the JSA;
· System to train workers in how to complete the JSA; that provides for agreement by workers to contribute and to follow the recommendations within the JSA; to report any additional hazards – to stop work, re-assess and apply controls and re-train all workers in any new controls; and means to review the controls.
· Review system to check the JSA adequately covers the task and provides means to complete the task safely; and to check throughout works that the controls are being used and are adequate to control the hazard and associated risk to workers.
· System resources to develop base JSA document, and workers or others to complete.
· Any resources required re controls – ie: Engineering expertise, unique PPE, DBYD information, Trained personnel, etc.



	Manifest/register

	Applications: 
· To log and track plant and equipment testing, maintenance and other requirements due dates
· To log and track all plant and equipment being used on site
· To log all hazards and associated risks that have been identified on site
· To log all personnel inducted on site  - to have a contact record for emergency evacuation purposes
· To log all visitors to site – to track whether additional personnel are on site at any given time
· Sign in/out register – to track all personnel on site at all times
· To track deliveries made to site
· To track worker training, licences, authorities, etc 
· HOIN register to log and track all incidents, near misses, non-conformances and hazard observations; along with CARs (Corrective actions required – including rectification and any preventative measures taken); and their close out details; and date of close out.
· ACM Register for any asbestos or asbestos containing materials found and/or managed; and/or removed from site.
· Some registers are required to be kept by H&S law.

Limitations:
· Some registers rely on others to complete.  Some may not complete them as required.  Ie:  Sign in and out register – if a site visitor is only staying for ½ hour may sign in and out at same time to save returning it site office to sign out.  
· Only as good as the information entered and depends on systematic updating and follow up checks.

Logistical arrangements necessary to use and apply this tool:
· Register forms or somewhere to log information
· System and resource/s to ensure maintenance of registers and any associated checks
· Training to all workers so they know the registers are available and that they need to report any relative items to be included on the registers
· Management system and/or relative legislation, Codes of Practice – to determine which registers are required to be kept
· Testing, maintenance or other evidence to be provided to show evidence of the information in the register



	Surveys

	Applications: 
· To establish how effective a process is
· To establish worker H&S knowledge and/or awareness of H&S tools
· To establish worker H&S applications
· To establish worker hazard control knowledge
· To establish how works affect workers (ie:  which type of manual handling tasks cause muscle strain or are challenging to complete, etc)
· To establish hazards for a particular task or group of circumstances
· To establish efficiency of a system, process or procedure.
Limitations:
· May not get 100% response, so data collected will only be an indication of the whole workforce
· Relies on and would be limited by the coverage and the way the survey questions are asked and how they are interpreted by the person completing the survey
· Useful data collected would depend on the planning that went into the process and the response to the survey.
Logistical arrangements necessary to use and apply this tool:
· Required resources to plan, distribute and collect surveys.
· Plan to establish the scope and survey questions and to ensure results will provide coverage of necessary data, whether to make the survey voluntary or compulsory for all, Timelines for responses and reporting results, etc;
· System to distribute, provide guidelines, train survey system and to collect surveys; Training to workers to advise of survey and afterwards to advise of the results and any actions to be taken as a result of the survey data indications.


	Safe work method statement

	Applications: 
· High risk construction works
· Generic SWMS to cover regular high risk works carried out by Company
· Additional or revised SWMS to cover works not covered by Generic SWMS and where site specific conditions require additional consideration.

Limitations:
· Generic SWMS are often signed onto by workers without training or revision – because they have read them before on other projects; to get the job done quicker; or because they are not allowed the time to read them – can breed complacency and/or lack of current knowledge.
· Usually prepared by others – workers are more likely to follow controls if they have set them themselves or been involved in the process.
· Must be handy and available to works for reference, if required
· Must meet legislative requirements
· Should be reviewed by workers and other stakeholders (Principal Contractor or client); and is, but not always.
· Controls need to be checked throughout the works to ensure they remain effective in controlling the risk (weather conditions or other changed circumstances may render them useless or controls may lead to new hazards and risk).
· [bookmark: _GoBack]Relies on cooperation and participation of workers and supervisors.

Logistical arrangements necessary to use and apply this tool:
· Resources to ensure template used has all legal requirements covered
· Provision of completed SWMS and any revisions to Principal Contractor
· Provision of copy available for workers
· Training to be provided to workers
· Process established for review and revision of SWMS – in case additional hazards are identified
· Any resources required re controls – ie: Engineering advice, unique PPE, DBYD information, Trained personnel, etc.


	Workplace inspections and walk-throughs

	Applications: 
· Risk assessment
· Monitoring and evidence gathering to check compliance of requirements
· Audits
· To supervise and monitor works

Limitations:
· Relies on system requirements to ensure regularity of inspections

Logistical arrangements necessary to use and apply this tool:
· Checklist and/or criteria to check against; OR something to record information gathered on;  
· Inspector to have knowledge of works, legislation and requirements as  a point of reference for checks; 
· If evidence is required – camera, drone or mobile phone to take pictures or video;
· Access to the site and its facilities;
· To meet site PPE and other requirements;
· Authorisation or method of reporting to someone who has authority to stop or change works if non-compliant;
· Reporting method for any CARs and inspection results – to supervisors and workers; and management if necessary.





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Select two (2) risk management tools (from Activity 2) which are suitable for your workplace. For each tool:
· Explain the necessary training and instruction for individuals/parties to use the tool
· Identify additional support that can be provided to individuals/parties to use the tool
· How results and findings of its use will be collated and analysed
· The individuals/parties you would communicate results, findings and outcomes to
· Who has right to be aware of such results?
· Consider expert assistance you might need to interpret results




	Name of risk management tool 1

	SWMS

	Training and instruction

	Following worker training required:
· SWMS content - requirements, hazards, associated risk to H&S and controls.  
· Training in the use and maintenance of any PPE or other equipment requirements as per the SWMS.
· Formal or Nationally recognised training – licencing, qualification or authorisations required.
· How to use the SWMS and how to conduct a risk assessment if any additional hazards are identified or if the controls are inadequate to control the risk.
· Hierarchy of controls and which offers highest protection level, through to the lowest.
· Any SWMS updates.
 
SWMS would require a Sign page so workers can verify they have undertaken the training and have the required skills and training to perform the works safely and that they will follow the controls there-in.

SWMS would also require a blank section where any risk assessments and controls for additional hazards recognised can be documented.


	Additional support

	· WORKER ADVICE AND FEEDBACK:  Check with workers during the SWMS development stage for suitable and workable controls for recognised hazards and to see if they know of any other hazards that risk control can be applied to.

· SWMS TRAINING:  Organise a pre-project debriefing meeting with the whole crew and include SWMS review (& revision as required).  Encourage workers to discuss so you can gauge their understanding of the controls and to air any issues or concerns the workers may have with the work methods.

· MONITORING AND SUPERVISION: to ensure SWMS understanding and compliance with the SWMS; to check the controls are effectively controlling the hazards; and that other hazards haven’t presented as a result of controls implemented.    Site supervisor to ensure all workers have received training, understand and have signed onto relative SWMS.  Additionally, supervisors to monitor works and ensure understanding and compliance.

· WORKER VOC: re any equipment or tasks required to complete the task to ensure workers can safely complete works. 

· RESOURCES:  Ensure workers have required skills, training, licencing, authorisation, permits, equipment resources (including any PPE), pens, forms, supervision, information, etc to complete the task safely and as per the SWMS.

· Opportunity for workers to read through the SWMS and ensure SWMS copy is available and accessible to workers while they are completing the works.

· SYSTEM PROCEDURES & PROCESSES: that allow for worker training, feedback and suggestions.

· TOOL BOX TRAINING: so workers are aware of works that require SMWS; types of hazards, risks and controls for various works; how to carry out a risk assessment for any new hazards identified, notification of any relative incidents and with preventative actions or how to avoid incident happening to them; Any updates to generic SWMS used by the company; and in legislative requirements – worker and PCBU duties, etc.  Provide reasons for decisions and how they were made so the workers can better understand why controls have been put in place and why they are expected to implement them.

· WORKER TRAINING NEEDS AND DIVERSITY CONSIDERED:
· Poor literacy or numeracy skills – may need to provide one on one training to ensure understanding
· Language barriers – may need interpreter and/or SWMS provided in their language
· Some workers may be too inhibited to speak up if they have an issue or may think their questions are not relevant – encourage them to speak their mind and treat all questions and comments with respect.  
· Some workers may have cultural and/or personal issues with some of the controls – SWMS controls may need to be reviewed and adjusted to suit their needs or if unable to compromise, ensure those workers carry out other tasks to suit.  



	Collating and analysing results and findings

	Any controls added to Generic SWMS to be considered for changes to the Generic template if applicable to all sites and circumstances and/or worthy of adding in case of the hazard arising.  Also to tool box train to all workers so they are all aware of the circumstances and controls applied to keep workers and others safe.

Any non-conformances, observations, incidents or near misses, reported by workers or others to be tracked on HOIN register, SWMS to be checked and used as part of the investigation and corrective and preventative actions applied.

Persons conducting site inspections and walk throughs to check controls against those being used by workers for compliance and effectiveness to control hazards.


	Communicating results, findings and outcomes

	All stakeholders relative to the works are entitled to receive results of findings, changes. shortcomings and outcomes, including:
Workers, Contractors, Managers, Clients, Principal Contractor and any other person/s that may benefit from the information or may be affected by it.
Consultation with all stakeholders will often provide additional information which may improve system and provide safer systems of work for all.

SWMS and/or other circumstances may dictate that professionals be used to gauge or report on various items (eg: Engineer report may be required for excavation wall stability if over 2m deep, Airborne substance monitoring by third party may be required, Licenced scaffolder may be required to erect and certify scaffold, DBYD trained spotter for underground service protection, etc.)

Experts and/or licenced businesses may be required for certain results and analysis (eg:  ACM clearance inspections by a licenced business; Safety consultants if PCBU resources are inadequate to meet requirements in a timely manner and/or as required by legislation, standards and COPs; etc). 

Trained and/or experienced workers or experts may need to be called upon to assist with suitable controls for hazards and/or advice re work methods.

3rd party related to the works (Principal Contractor or Client) should be given opportunity to review SWMS prior to putting into place. 





	Name of risk management tool 2

	Site inspections

	Training and instruction

	
INSPECTOR KNOWLEDGE:  Would be useful to have some understanding of the works and training in the System requirements, policies, procedures and processes to gauge compliance with any criteria set in the inspection or to record findings and any non-conformances or non-compliance.   Working knowledge of the requirements or standards that need to be met and KPIs – legal, Company, project and industry.  

INSPECTOR TRAINING:  Where an in-experienced person carries out the inspection, training should be provided on the resources to use, types of hazards and issues to watch out for, how to report and need for follow up with actions for any identified hazards with risk to H&S.

SITE SPECIFIC INDUCTION TRAINING – so inspector is aware of site hazards and controls, rules, minimum PPE, etc.


	Additional support

	SYSTEM:  Availability of integrated or Safety Management System that provides and explains the requirement and process/procedure.  Additionally, that provides a method of risk assessment so that appropriate controls and preventative actions can be applied if necessary.

SAFETY ON SITE:  Escort for site provided to show where to find items required to complete the site inspection and to report any non-compliances to – so they are followed up on.  Alternatively site induction training provided to the person carrying out the inspection and contact details of site supervisor or the person to report any issues to.

DATA COLLECTION AND PROCESSING SYSTEM: that monitors, records and reports to management and workers of any inspections, their findings and follow-up actions; and allows for management actions or recommendations to be followed up on.

RESOURCES:  Camera, drone and or other device to photograph evidence of findings;  Access to project information, current legislation, standards, COPs, guides and forms to be used for the inspection;  Provision of required PPE; and anything else required for the inspection.


	Collating and analysing results and findings

	Register to track any non-compliances, non-conformances, etc identified, to apply preventative actions if applicable and to track training and reporting of same.  Results should be made available to management in case they have opportunity to review the risk level and to apply any additional controls they wish to be implemented.  

Other stakeholders may provide feedback and this should be treated and considered as per above.

	Communicating results, findings and outcomes

	Inspections, evidence and results should be tracked on HOIN register and reported to management, client, principal contractor, workers, contractors and any other related stakeholders.  

Any non-compliances or non-conformances should be reported to site workers and/or supervisor immediately so they become aware of them and so that corrective actions can be implemented immediately or asap.

Results and findings should be reported to all workers and stakeholders that are related to the works and that may benefit from the information (ie: workers, managers, contractors that provide similar or related works or may be affected by the works, principal contractors, client, relative site neighbours that may be affected, etc.) 




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Consider the review process for the two (2) risk management tools identified in Activity 3. For each tool:
· Identify factors that may impact on its effectiveness
· Consider the impact of workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Consider the points raised about the usefulness, usability and logistics of the tool in Activity 2
· Outline recommendations to improve the effectiveness of each tool
· Consider how consultation, liaison and communications may also need to be modified



	Name of risk management tool 1

	SWMS

	Factors impacting on effectiveness

	RESOURCES – availability of suitable system, supervisor, equipment, managers, monitoring and their level of participation in reporting and follow up of any non-conformances and/or non-compliance with the SWMS.

WORKER NON-DILIGENCE: Workers not following SOPs – to save time, effort or other reasons; and/or not following process instructions when they have identified new hazards (ie: not recording and sharing the information with other workers.)

SYSTEM FAILURE OR SHORTCOMINGS:  Feedback not followed up on and so SWMS not updated when new information received.

CONSULTATION DEFICIENCIES:  Ie:  No or little consultation carried out; Workers with limited or no literacy, numeracy skills or with cultural and language barriers not catered for and so may not understand the controls and requirements of the SWMS and/or be able to effectively communicate any experience or advice they have regarding the SWMS.


	Recommendations

	
· Train Supervisors to ensure training in SWMS takes place prior to works commencing and how to overcome training issues for challenged workers.
· Allow and encourage time to be taken to train and get feedback from workers to ensure their understanding.  Make workers aware of their duty to their own and others’ health, safety and wellbeing.
· Constantly remind workers – through training, signage and notices of their duties, SWMS requirements and of not taking shortcuts that may affect their safety and wellbeing and that of others.  Additionally, train on WHS Act, Regulations, standards and COPs, so that workers understand Company and their legal obligations.
· Ensure SWMS requirements are met through formal review processes, which are supported by tracking and management review processes.
· At every opportunity, get worker advice based on their knowledge of the works re controls.  Workers are more likely to follow controls if they have had some input into them. 
· Request 3rd party review of SWMS (ie: by Principal Contractor or other)
· Revise generic SWMS regularly and track legislative updates and industry advice, as well as internal and stakeholder feedback towards continuous improvement of the SWMS.





	Name of risk management tool 2

	Site Inspection

	Factors impacting on effectiveness

	INSPECTOR KNOWLEDGE:  May not understand the works and controls; may not have been given access to enough project information; etc.

SYSTEM DEFICIENCIES:  System requirements may not prompt or allow for follow up of findings and data the inspection provides; Follow ups may not be done in a timely fashion and so much of the information will be aged and may have become irrelevant by the time it is actioned.

RELIES ON CONSULTATION:  Follow up advice with site supervisor and/or workers on CARs recognised must take place or the inspection will be near pointless and work crew will not have benefit of knowing they are non-conforming or non-compliant.

FREQUENCY AND RELEVANCE:  Relies on system inspection frequency and inspection checklists may only offer limited scope (ie:  may not cover all work types being carried out on site or all aspects of Construction work).  


	Recommendations

	· Ensure SMP or system includes frequencies of inspections to adequately and reasonably show compliancy across the board.
· Ensure system includes a checklist or inspection record that covers checks on all aspects of construction site safety and that allows for additional items or issues and any good practices discovered by the inspection.  
· Ensure system has mechanism to follow up on Findings, CARs and their close outs.
· Ensure system has mechanism and resources for reporting to management on inspection findings to give them opportunity to review and provide any additional CARs and to implement those actions.





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	· Which of the following may influence the selection of risk management tools? Select all that apply.
☒ 	Language, literacy and numeracy levels of the workforce
☒ 	Having separate work sites
☒ 	Existing WHS management systems
☒ 	The types of activities, jobs and tasks conducted in the workplace

	☐

	· In which situations should individuals/parties be consulted regarding risk management tools? Select all that apply.
☒ 	To determine suitable risk management tools
☒ 	In providing training and support for risk management tool use
☒ 	To determine necessary logistical arrangements for risk management tools
☒ 	To collate and share results, findings and outcomes of risk management tool use 

	☐

	· Which of the following individuals/parties should be consulted regarding risk management tools? Select all that apply.
☒	Contractors and subcontractors
☐ 	Family members of employees
☒ 	Health and safety representatives
☒ 	PCBUs or their officers
☒ 	Workers

	☐

	· Which of the following need to be considered when determining a risk management tool’s suitability? Select all that apply.
☒ 	Available workplace resources (e.g. equipment)
☒	Timetabling requirements of staff and work areas
☒ 	Costs of using risk management tools
☒ 	Impact of tool’s use on the workplace (e.g. danger, disruption)

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	· Obtain a copy of a physical or psychosocial WHS risk management tool to evaluate and review. 
	☐

	· Use and apply the risk management tool, after collaborating with others to facilitate logistical arrangements.
	☐

	· Collate and analyse results/findings of the use of WHS risk management tool, communicating these results within a team. 
	☐

	· As a team, evaluate whether the risk management tool reflects legislative and workplace requirements, and make required modifications. Consider: 
· Usefulness, usability and limitations
· Language, literacy and cultural profile of the work team
· Consultation, liaison, communication and logistical arrangements
	☐

	· Present and promote (verbally and electronically) the updated WHS risk management tool to another worker, explaining how the tool is to be used.
	☐

	Name of observer
	

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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