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ASSESSMENT FOR BSBWHS503 & BSBWHS504

	Student name
	Chris Tauri

	Date of assessment submission
	24/01/2020


	Trainer/Assessor’s name
	Zak Harrison

	Date of assessment marking
	24/01/2020
	Outcome for units
	☒ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for these units 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

	1. Risk management requirements
	· Workbook response (below)

	2. Identify/assess hazards and risks
	· Workbook response (below)

	3. Implementation of risk controls 
	· Workbook response (below)

	4. Effectiveness of risk controls
	· Workbook response (below)





ACTIVITIES

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

	Name of workplace
	Iceworks PTY LTD



	ACTIVITY 1 

	Identify duty holders’ obligations regarding risk management (including PCBUs and workers) by explaining the requirements found in: 
a) WHS Acts
b) WHS Regulations
c) Safe Work Australia model Code of Practice: How to Manage Work Health and Safety Risks
d) Standards
e) Guidance material
f) Organisational policies
g) Organisational procedures
h) Organisational processes



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Section 19: A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers.




	Name and location of Legislation (Commonwealth or State) 

	Work Health & Safety Act 2011 (Qld) found @ www.worksafe.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	All duty holders:
Part 2 Health & Safety duties Division 1, Subdivision 1 Principles that apply to duties, Section 17: Management of risks
A duty imposed on a person to ensure health & safety requires the person-
(a) To eliminate risks to health & safety, so far as reasonably practicable; and
(b) If it is not reasonably practicable to eliminate risks to health & safety, to minimise those risks so far as reasonably practicable.

PCBU
Division 2 Section 19 Primary duty of care.
(1a) A person conducting a business or undertaking must ensure, so far as reasonably practicable, the health & safety of workers.

Officer of the PCBU
Division 4 Section 27 
(1) An officer of the PCBU must exercise due diligence to ensure that the PCBU complies with that duty or obligation.

Workers
Division 4 Section 28
While at work, a worker must-
(a) Take reasonable care for his or her own health & safety; and
(b) Take reasonable care that his or her acts or omissions do not adversely affect the health & safety of other persons; and
(c) Comply, so far as reasonably able, with any reasonable instruction that is given by the PCBU to allow the person to comply with this Act; and
(d) Co-operate with any reasonable policy or procedure of the PCBU relating to health or safety at the workplace that has been notified to workers.






	Name and location of Regulation 

	Work Health & Safety Regulation 2011 found @ www.worksafe.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	PCBU
Chapter 3 Part 3.1 Managing risks to health & safety

34 Duty to identify hazards
A duty holder, in managing risks to health & safety, must identify reasonably foreseeable hazards that could give rise to risks to health & safety.

35 Management of risk
A duty holder, in managing risks to health & safety, must- 
(a) Eliminate risks to health & safety so far as reasonably practicable; and
(b) If it is not reasonably practicable to eliminate risks to health & safety-to minimise those risks so far as is reasonably practicable.

· 36 Hierarchy of control measures
· 37 Maintenance of control measures
· 38 Review of control measures





	Name and location of Code of Practice

	How to manage work health & safety risks. Found @ www.safeworkaustralia.gov.au

	Relevant excerpt/requirement for chosen workplace

	PCBU
1.1 Page 3 Who has responsibility for managing work health & safety risks?

· The WHS Act and Regulations require persons who have a duty to ensure health & safety to ‘manage risks’ by eliminating health & safety risks so far as is reasonably practicable, and if it is not reasonably practicable to do so, to minimise those risks so far as is reasonably practicable.

Officers (eg: company directors) must exercise due diligence to ensure that the PCBU complies with the WHS Act and Regulations.


 




	Name and location of Standard

	AS ISO 31000:2018 Risk Management Standards found @ standards.org.au

	Relevant excerpt/requirement for chosen workplace

	
This standard provides a generic guide for managing risk.
It specifies the elements of the risk assessment process & has been written to be applicable to any industry or economic sector.
The design & implementation of a risk management system will be influenced by the varying needs of an organisation, it’s particular objectives, it’s products & services and the processes and specific practices employed.





	Name and location of Guidance material 

	HB 436:2013 Risk Management Guidelines – companion to AS ISO 31000:2018
found @ standards.org.au

	Relevant excerpt/requirement for chosen workplace

	This handbook is based on the standard for risk management and is designed to support the standard. Each section contains an extract from AS 4360, followed by practical advice and relevant examples.




	Name and location of Organisational policies

	Iceworks Policy & Procedure Manual 2019 found onsite in hard copy at both the office and the workshop.


	Relevant excerpt/requirement for chosen workplace

	Section 1 Iceworks Design Workplace Health & Safety Statement

The policy of Iceworks Design is that each of its employees shall be provided with a safe and healthy environment in which to work. To achieve this policy, management will make every reasonable effort in areas of accident prevention, hazard control and removal, injury protection and health preservation to every practical extent.
These aspects will be given top priority in company plans, procedures, programs and job instruction.

Section 2 WHS Policy

Iceworks Design is committed to the protection of all its employees, contractors, clients and others from any injury and illness. The commitment is the responsibility of all management and employees.

Section 5 Responsibilities

PCBU
· To budget for WH&S
· To make time available for staff to pursue WH&S matters.
· To provide safe plant & equipment, by providing certified equipment that is regularly maintained by competent people.
· To provide a safe method and system of work, by undertaking risk assessments and developing safe work procedures.
· To provide the resources and means to the WH&S workgroup to schedule and convene regular WH&S meetings.

Workers
· To co-operate and comply with all safety instructions given by Iceworks Design HSRs, Production Co-ordinator, Project Manager, Client or anyone deemed to be supervising the site.
· To use all PPE that is provided and to report any damaged or defective PPE.
· To advise the PCBU of any unsafe conditions.
· If possible, to rectify any unsafe conditions. If not, to isolate the area and complete a Hazard ID form which must be supplied to the Production Co-ordinator immediately.






	Name and location of Organisational procedures

	Iceworks Policy & Procedure Manual 2019


	Relevant excerpt/requirement for chosen workplace

	No.027 Manual Handling

Staff consultation should be sought in relation to all manual handling issues (via the WH&S workgroup), and alterations and/or updates to this procedure.

Training in manual handling should be provided to:
Workers
Supervisors
HSR
Officers

Training should occur when a person is inducted into a job, when new equipment is installed, or when a new manual task is introduced. Ongoing training should be provided regularly; and workers should be supervised to ensure they are competent.

No. 014 Hazardous Substances & Dangerous Goods Safe Use, Handling & Storage

3.0 Procedure 
When storing dangerous goods in workplaces:
· Conduct a risk assessment & address the risks identified.
· Ensure labels are intact & legible.
· Use information about storage & compatibility provided on the MSDS or label.
· Separate incompatible goods
· Employ spill containment measures.
· Have appropriate PPE equipment on hand like chemical gloves, boots, aprons & respirators.
· Have appropriate materials on hand to help with spills like firefighting equipment, soil, water, absorbent pillows, lime or sand.





	Name and location of Organisational processes

	
Annual Assessment Tool

Found on Iceworks Design local server


	Relevant excerpt/requirement for chosen workplace

	
Criterion 5

All Iceworks Design staff should have an understanding of the health and safety risk management process and how it is applied to their work. Staff should understand and comply with relevant Iceworks Design risk management procedures.





	Outcome for Activity 1
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	Chris has a clear understanding of the Act and Regulations.




	ACTIVITY 2 

	Identify two (2) hazards (one chemical, one causing occupational disease) that may occur in your workplace. For each hazard identified, find information to explain:
a) The nature and scope of the hazard, including the incidents/injuries it can cause
b) Determine the level of risk for the hazard within your workplace
c) Determine the application and limitations of each of the following techniques, tools and processes in identifying and controlling your nominated hazard (and associated risk):
· Hazard/risk checklists
· Hazard hunts
· Job safety analysis (JSA)
· Manifest/register (e.g. dangerous hoods, hazardous chemicals and plant)
· Safe work method statement (SWMS)
· Surveys (e.g. questionnaires, interviews)
· Workplace inspections and walk-throughs
d) Name and justify at least two (2) risk controls that may be implemented to address the hazard and risk assessment results
· Explain which of these risk control options would be the most suitable




	Name hazard resulting from chemicals

	Mineral Turpentine

Flammable liquid & vapour
Aspiration Hazard
Specific Target Organ Toxicity
Environmental Hazard


	Nature and scope of hazard 

	Mineral Turpentine is classified as a:
Catergory 3 Flammable liquid (H226 flammable liquid & vapour) and a 
Catergory 1 Aspiration hazard (H304 may be fatal if swallowed and enters the airways)
Catergory 2 Skin corrosion/irritation (H315 causes skin irritation)
Catergory 2A Serious eye damage/irritation (H319 causes serious eye irritation)
Catergory 3 Specific target organ toxicity single exposure (H335 may cause respiratory irritation)
Catergory 2 Chronic Aquatic Toxicity (H411 toxic to aquatic life with long lasting effects)

Source of information (e.g. website address):
 Diggers safety data sheets found @ www.diggersaustralia.com.au


	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: 
· (Flammable liquid) M
· (Aspiration hazard) L
· (Skin irritant) M
· (Eye irritant) M
· (Single exposure organ toxicity) L
· (Aquatic toxicity) M



	Techniques, tools and processes to identify hazard/risk

	Describe application or limitations for each of the following in identifying the hazard/risk:
· Hazard/risk checklists: 
· Hazard hunts: 
· Job safety analysis (JSA): 
· Manifest/register (e.g. dangerous hoods, hazardous chemicals and plant): 
· Safe work method statement (SWMS): 
· Surveys (e.g. questionnaires, interviews): 
· Workplace inspections and walk-throughs: 

The ‘tick box’ hazard checklist would ensure the availability of an MSDS, correct storage of, and SOP’s, however checklist users can become complacent.

Hazard hunts are more successful in a WHSC situation as ‘many hands (eyes) make light work.

JSA’s can, like the checklist, highlight the hazards associated with a substance or procedure.
They are relatively easy to understand & perform, however a JSA is also susceptible to subjective biases in both process & metrics.

Manifest/Register (eg dangerous goods, hazardous chemicals and plant)
Could make available vital information required during the consultation process (eg MSDS, manufacturers specifications & contact details), which should be included in hazard identification, risk assessments & control measures implementation.

SWMS
Having been developed through consultation with all relevant parties and having all relevant information made available throughout this process, the SWMS should have everything the ‘trained’ worker should need to safely use the substance/chemical, the hazards that may arise, their likelihood, and control measures in place.

Surveys/questionnaires, interviews are an excellent tool for gathering information, particularly with a larger work group.

Workplace inspections and walk-throughs allow for observations of control measures in use, Are they appropriate?
One on one conversations with operators with regard to feedback, noting any positives or negatives.
Seeing, first-hand, anything that may require further improvement, investigation or immediate action.
Physically walking the floor can reaffirm the organisations commitment to safety in the eyes of the workers.
This can only be further reaffirmed with action, follow-up and transparency.


· 

	Risk controls

	Highly Flammable 
· P210 Keep away from heat/sparks/open flame/hot surfaces. -No smoking
· P233 Keep container tightly closed
· P240 Ground/bond container & receiving equipment
· P241 Use explosion-proof electrical/ventilation/lighting equipment
· P242 Use non-sparking tools
· P243 Take precautionary measures against static discharge

Skin & Eye Irritation
· P264 Wash thoroughly after handling
· P280 Wear protective gloves/eye protection/face protection

Aspiration hazard
· P260 Do not breathe mist/vapours/spray
· P261 Avoid breathing mist/vapours/spray
· P270 Do not eat, drink or smoke when using this product
· P271 Use only outdoors or in a well-ventilated area

Aquatic toxicity
· P273 Avoid release to the environment


Source of information (e.g. website address): 

Diggers safety data sheets found @ www.diggersaustralia.com.au






	Name hazard causing occupational disease 

	
Wood dust exposure


	Nature and scope of hazard 

	
Exposure to wood dust has long been associated with a variety of adverse health effects, including dermatitis, allergic respiratory effects, mucosal & non-allergic respiratory effects, asthma hypersensitivity pneumonitis, chronic bronchitis and cancer.
Studies have shown association with the severity of the effects is closing linked to the level of exposure.

Source of information (e.g. website address):
 Benchmarking exposures _wood dust found @ safeworkaustralia.gov.au


	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: M


	Techniques, tools and processes to identify hazard/risk

	Describe application or limitations for each of the following in identifying the hazard/risk:
· Hazard/risk checklists: 
· Hazard hunts: 
· Job safety analysis (JSA): 
· Manifest/register (e.g. dangerous hoods, hazardous chemicals and plant): 
· Safe work method statement (SWMS): 
· Surveys (e.g. questionnaires, interviews): 
· Workplace inspections and walk-throughs: 

The ‘tick box’ hazard checklist would ensure that, visually, all control measures are in place. and SOP’s, however checklist users can become complacent.

Hazard hunts are more successful in a WHSC situation as ‘many hands (eyes) make light work.

JSA’s can, like the checklist, highlight the hazards associated with a procedure.
They are relatively easy to understand & perform, however a JSA is also susceptible to subjective biases in both process & metrics.





Manifest/Register (eg dangerous goods, hazardous chemicals and plant)
Could make available vital information required during the consultation process (eg MSDS, manufacturers specifications & contact details), which should be included in hazard identification, risk assessments & control measures implementation.

SWMS
Having been developed through consultation with all relevant parties and having all relevant information made available throughout this process, the SWMS should have everything the ‘trained’ worker should need to safely use the plant, the hazards that may arise, their likelihood, and control measures in place.

Surveys/questionnaires, interviews are an excellent tool for gathering information, particularly with a larger work group.

Workplace inspections and walk-throughs allow for observations of control measures in use, Are they appropriate?
One on one conversations with operators with regard to feedback, noting any positives or negatives.
Seeing, first-hand, anything that may require further improvement, investigation or immediate action.
Physically walking the floor can reaffirm the organisations commitment to safety in the eyes of the workers.
This can only be further reaffirmed with action, follow-up and transparency.

· 

	Risk controls

	Best practice control measures for wood dust include local exhaust ventilation, notably integral extraction for hand tools, vacuum cleaning methods rather than compressed air or sweeping, isolation of dusty processes, external exhaust rather than recirculation through sock filters, separately enclosed areas for workers, and provision of overhead filtered air supply or air fed masks for non-mobile workers.

Source of information (e.g. website address): 
Benchmarking exposures _wood dust found @ safeworkaustralia.gov.au




	Outcome for Activity 2
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	Chris has demonstrated a will to communicate with fellow workers and management to mitigate risk and in a proactive way.




	ACTIVITY 3 

	Referring to the hazards identified in Activity 2, consider the implementation of the proposed control measures. 
a) What impact will the organisation’s WHS management system (WHSMS) have on the implementation process?
b) Explain which individuals/parties need to be consulted when determining the suitability of the proposed risk controls.
· Describe the formal/informal communication and consultation processes used when addressing these individuals/parties
c) Outline how both risk controls will be implemented in the form of an action plan
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation
· Prioritise tasks and specify timelines for implementation
d) How will the risk control processes be recorded? 
· How will the organisation’s WHS information system (WHSIS) influence this?




	Impact of WHMS

	
As the organisation is small (under 30 staff), any implementation through the WHSMS, including the consultation process, is relatively trouble free.

	Consulting individuals/parties

	
PCBU – To ensure commitment & secure resources.
CFO – To provide feasibility and cost of implementation.
Officers & Workers – for shop floor hands on knowledge.
Technical Experts – to support statistics presented, supply information on known hazards and effects and best practice control measures. 


	Action plan

	


	Recording risk control process

	
The risk control process will be recorded in the form of an SOP [Standard Operating Procedure] which each inductee or worker will be required to read, understand and sign off on once completed to confirm his/her competency.
The SOP will accompany the SWMS which will include any risks that have been identified with the procedure/process, the likelihood of occurrence and approved control measures.

That SOP & SWMS will be subject to a review should it be deemed necessary as part of the ongoing improvement process.
Monthly safety inspections/hazard hunts will also observe the effectiveness of the control measures.





	Outcome for Activity 3
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	Chris has shown compliancy with meeting tie deadlines and reviews and assigning tasks.




	ACTIVITY 4 

	Referring to the hazards identified in Activity 2, consider the effectiveness of the proposed control measures. 
a) Identify factors that may impact on the effectiveness of the risk controls and how they might be addressed. Consider the impact of: 
· Workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Structure and organisation of the workforce (i.e. part time vs casual vs contract workers; shift rosters; geographical location)
· Workplace culture relating to gender and alcohol/drug use
b) How will you monitor and review the success of each risk control?
· What impact will the organisation’s WHSMS have on this process?
· Identify the criteria used for the evaluation (i.e. positive performance indicators).




	Factors impacting on risk management

	Factors that may impact on the effectiveness of the risk controls with regards to Mineral Turpentine:

1. Decanting into unlabelled or inappropriate containers (eg used softdrink bottles).
2. Workers unfamiliar with Australian legislation.
3. English a second language.
4. Literacy levels 
5. Casual staff not given the same priority with training as full-time staff.

Solutions

1. Decantation into labelled containers only. (have a supply on hand at all times)
2. Pictorial signage. (International standard)
3. Make translations available.
4. Employ specialist trainers
5. All staff to receive the same training regardless of their employment status.

With regards to wood dust inhalation

1. Worker complacency
2. Plant failure/fault

Solutions
 
1. Engaging training sessions incorporating technical experts to highlight risks involved.
2. Regular cleaning & maintenance of all plant via a maintenance schedule.


	Monitoring

	Monitoring of the risk controls will be carried out via: 

1. Regular JSA, walk throughs & inspections.
2. Informal conversations with workers.
3. Surveys & questionnaires.
4. SOP’s & SWMS reviews.

This monitoring process makes up part of the organisations WHSMS so will, therefore, be instrumental in the success of each risk control.
As success relies on constant vigilance of the control measures & their effectiveness, an ‘Ongoing Improvement’ mentality should naturally make it so.
ie. If a control measure ceases to be effective, you must review, consult, develop & implement further controls, running through the hierarchy of controls again.


To either; 
Eliminate
Substitute
Isolate
Engineer
Administrate
PPE






	Outcome for Activity 4
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. A systematic approach to managing WHS risk in the workplace involves: Assessment of hazards/risks, consultation with workers, development and implementation of risk controls by PCBU, and review of risk controls.
☒ 	True
☐ 	False

	☒

	2. Which of the following may impact on WHS risk and the management of WHS? Select all that apply.
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture 
☒ 	Having separate work sites

	☒

	3. Which of the following can be used for identifying and controlling WHS hazards and risks? Select all that apply.
☒ 	Hazard and risk checklists
☒	Hazard hunts
☒ 	Job safety analysis
☒ 	Manifests and registers
☒	Safe work method statements
☒ 	Surveys
☒ 	Workplace inspections and walk-throughs
☒ 	WHS management system
☒ 	WHS information system

	☒

	4. Which of the following are limitations of using a generic hazard/risk assessment checklists and risk ranking processes? Select all that apply. 
☒	Specifics of the workplace are not considered 
☒ 	Not all checklist points will be applicable
☐ 	Such checklists/processes must be completed on a computer
☐ 	You always have to purchase these checklists

	☒

	5. Match the following terms and definitions by placing the corresponding term number next to each definition.

	Label 
	Term
	
	Label
(1 – 5)
	Definition

	1
	Causation
	
	3
	The action of stopping something from happening.

	2
	Hazard
	
	5
	That which is seen as the natural result of action/inaction.

	3
	Prevention
	
	4
	A measure of the possibility of harm, considering seriousness of injury and likeliness of occurrence. 

	4
	Risk
	
	2
	Something which has the potential to harm people.

	5
	Foreseeability
	
	1
	The relationship between conduct and the resulting effect (e.g. injury)




	☐




	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 (using the handout provided) or real.

	TASKS
	VERIFIED

	A. In a small group, show leadership while conducting a safety audit of the work area. 
· Check quantities and suitability of emergency equipment
	☒

	B. Document potential emergencies and their causes in a risk register, identifying:
· Possible injuries/damage
· Required control measures (referring to legislation, standards and considering requirements of organisation’s WHSMS and WHSIS) 
· Risk assessment results
	☒

	C. Electronically and orally present findings to appropriate persons (e.g. PCBU, Trainer/Assessor). As part of the presentation:
· Identify factors that will impact on WHS risk management
· Explain how control measures will be monitored and reviewed for effectiveness (using positive performance indicators), and in accordance with WHSMS
	☒

	Name of observer
	Zak Harrison

	[bookmark: _GoBack]Role of observer 
(Confirm their suitability to sign)
	☒ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	0419 775 660

	Email address of observer
	zakh@jlx.com.au

	Signature of observer
	
	Date
	24/01/2020
	Comments
	




	Outcome for Practical Task
	☒ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	Chris is a great asset and is showing great WHS leadership and insight to all parties that our business interacts with.
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		A scrollbar is in cells I6 through BL6. The increment for paging through the data is defined as 2 pages at a time and can be configured in the settings for the control bar. 
To jump forward or backward in the timeline, enter a value of 0 or higher in cell F4.
A value of 0 takes you to the beginning of the chart.

		This row contains headers for the project schedule that follows below them. 
Navigate from B7 through BL7 to hear the content. The first letter of each day of the week for the date above that heading, starts in cell I7 and continues through cell BL7.
All project timeline charting is auto generated based on the category, start date and number of days entered in the Milestones table.		Milestone Description		Category		Assigned To		Progress		Start		No. Days				M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S		M		T		W		T		F		S		S

		Do not delete this row. This row is hidden to preserve a formula that is used to highlight the current day within the project schedule. 

		Enter Project information starting in cell B9 through cell G9. 
Sample data is in cells B9 through G33.
Enter Milestone Description, select a Category from the drop-down list, assign someone to the item, enter the progress, start date and number of days for the task to start charting.
The next instruction is in cell A34.		Consultation																																																																																																																												

				Send email notifications		On Track		HSR		0%		1/20/20		1																																																																																																																		

				Post notices		On Track		HSR		0%		1/24/20		1																																																																																																																		

				Meeting with PCBU & officers		On Track		HSR & assistant		0%		1/24/20		1																																																																																																																		

				Meeting with workers		On Track		HSR & assistant		0%		1/27/20		1																																																																																																																		

				Training & acquisition																																																																																																																												

				Worker training		Low Risk		Technical experts [hazards of wood dust]		0%		2/3/20		8																																																																																																																		

				Equipment acquisition		On Track		Purchasing officer		0%		2/3/20		15																																																																																																																		

				Equipment installation		Low Risk		Technical experts		0%		2/18/20		4																																																																																																																		

				Worker training		Low Risk		HSR & Technical experts [new equipment]		0%		2/24/20		1																																																																																																																		

				Develope SOP's		Low Risk		HSR & Technical experts		0%		2/3/20		22																																																																																																																		

				Initiate																																																																																																																												

				SOP workgroup sign off		Milestone						2/25/20		1																																																																												1																																						



















		This is an empty row																																																																																																																														

		This row marks the end of the Gantt milestone data. DO NOT enter anything in this row. 
To add more items, insert new rows above this one.		To add more data, Insert new rows ABOVE this one









About

		About This Template

		This template provides a simple way to create a Gantt chart to help visualize and track your project. Simply enter your tasks description, select a category of Goal, Milestone, On Track, Low Risk, Med Risk, High Risk, Progress as a percent of task completion, a Start Date and Number of days to complete the task. The Gantt chart fills in and is color coded to help distinguish the various categories. A scroll bar allows you to scroll through the timeline. Insert new tasks by inserting new rows.


		Guide for Screen Readers

		There are 2 worksheets in this workbook. 

Gantt Chart
About

The instructions for each worksheet are in the A column starting in cell A1 of each worksheet. They are written with hidden text. Each step guides you through the information in that row. Each subsequent step continues in cell A2, A3, and so on, unless otherwise explicitly directed. For example, instruction text might say "continue to cell A6" for the next step. 

This hidden text will not print.

To remove these instructions from the worksheet, simply delete column A.

		This is the last instruction in this worksheet.
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