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1.1 Introduction

This course is based on the unit of competency RIIWHS201D Work Safely and Follow WHS Policies and Procedures.
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Working safely and following WHS policies and procedures includes:

· Accessing and applying site safety procedures.

· Applying personal safety measures. 

· Applying operational safety measures.

· Maintaining personal wellbeing.

· Identifying and reporting incidents.

1.2 Working Safely
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Every workplace should have Work Health & Safety (WHS) policies and procedures designed to create a safe work environment.

You must follow all safety rules and instructions when performing any work. If you are not sure about what you should do, ask your boss or supervisor. They will tell you what you need to do and how to do it in a safe way.

1.2.1 Health & Safety Rules

Every workplace has to follow laws and rules to keep everyone safe. There are 4 main types:

	Acts
	These are laws that you have to follow.

	Regulations
	These explain what the law means.

	Codes of Practice
	These are instructions on how to follow the law, based on industry standards.

	Australian Standards
	These tell you what the minimum requirement is for a job, product or hazard.


Some states use OHS laws, and other states use WHS laws. They both talk about the same thing, but use different words or names for people. If you have any questions about safety rules you should talk to your boss or supervisor.
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Your worksite will also have instructions for working safely including:

· Emergency procedures, including using fire fighting equipment, first aid and evacuation.

· Handling hazardous materials.

· Safe operating procedures.

· Personal protective clothing and equipment.

· Safe use of tools and equipment.

1.2.2 How to Keep Everyone Safe

WHS law says that all companies and workers need to keep themselves and other people safe while they work. This is called a duty of care.
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To keep yourself and other workers safe you need to:

· Follow your instructions.

· Follow all workplace rules.

· Make sure all equipment is safe to use.

· Carry out your work safely.

· Report any problems.

If you think something is dangerous tell your boss or supervisor as soon as possible.

1.2.3 Safety Procedures
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You need to be clear about what you will be doing, how you will be doing it and what equipment you will be using. Site policies and procedures will contain all of this information.

Procedures help to make sure that all work is done in a safe way, without damaging equipment or putting people in unsafe situations. They also help to make sure that work is done in the correct order and doesn’t interrupt or get in the way of other work that is happening on the site.

Your work instructions will tell you the safest way to do the job, and the equipment that you will need to use. It is a good idea to check your work instructions with your boss or supervisor to make sure you know exactly what you need to do.

If you don’t know where to get your instructions or you can’t understand them, you can ask your boss or supervisor. They will tell you where to find your work instructions and explain what they mean. Listen carefully to all instructions and ask questions if you’re not sure about something.

1.2.4 Safety Data Sheets 

A Safety Data Sheet (SDS) is a detailed document outlining the risks and hazards associated with handling chemicals and other materials.

The SDS will contain details that can help you to identify:
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· Basic Details of the Chemical or Material – name, type and identification number.

· Hazards Associated with the Material – whether it is flammable or corrosive.

· Safe Handling and Storage Procedures – PPE to use, sealed containers or storage temperatures.
· Emergency Procedures – what to do if the chemical or material gets out of hand.

· Disposal Procedures – suggestions for removing the chemical or material from the site.

It will be issued by the manufacturer and may or may not include material handling methods.

Talk to your WHS representative or supervisor if you have any questions about legislative requirements relating to your work.

Review Questions

	1. 
	What are the 4 main types of laws and rules?
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	1.

2.

3.

4.


	2. 
	Why is it important to confirm your work details with your boss or supervisor after you have read your work instructions?
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	3. 
	What is a Safety Data Sheet?
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1.3 Isolate or Immobilise Energy Sources

To minimise the risks to health and safety of workers through contact with energy sources they may need to be isolated or immobilised.

Energy isolation procedures may need to be conducted in any of the following situations:

[image: image5.png]When carrying out repairs, cleaning or making adjustments to plant or equipment.

When working on or close to power lines or other services.

Where equipment needs to be secured following an incident or accident.





1.3.1 Energy Isolation and Immobilisation Procedures

Energy isolation commonly requires the use of:
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· Out of Service Tags – used to identify equipment that should not be used because it is faulty or damaged.

· Isolators – devices that physically prevent the transmission or release of energy.

· Personal Locks – locks used by those conducting the isolation process.

· Danger Tags – commonly a red and black tag applied to locks. Danger tags should identify the person to be protected and the status of the plant or equipment.
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A typical isolation procedure may consist of the following:

· All energy sources and isolation points are identified. Isolators are placed in required safe positions. 

· A personal lock is placed on every isolation point.

· The person responsible for the plant or equipment, and all affected workers are notified regarding the reason and duration of the isolation.

· Electrical equipment should be shut off at the main isolator not just by way of a stop button.

· All stored energy is dissipated.

· Danger tags (with correct information filled in) are fitted to each personal lock.

· Verifying that the isolation is effective by trying to start the plant or equipment.

· Identifying and clearly marking the safe area of work.

Review Questions

	4. 
	Why do you need to isolate or immobilise energy sources?
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1.4 Site Plans and Layout

It is important that you know the layout of the worksite. It will help you avoid dangerous or restricted areas. It is also important that you know where to go if there is an emergency and you have to evacuate.

Check site plans and site signage for the location of:
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· Buildings, facilities and structures including offices, toilets and change rooms.

· Pedestrian walkways.

· Restricted access areas.

· Maintenance areas.

· Emergency exits.

· Emergency evacuation points.

· Fire fighting equipment.

· Emergency response equipment.

· Spill kits.

· Parking areas.

· Non-smoking areas.

· First aid kits.

Part of your site induction should include a tour of the site where all of the main areas will be pointed out for you.

Review Questions

	5. 
	List 3 things that you can find the location of if you check site plans and signage.
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	1.

2.

3.


1.5 Breaches in Site Safety 
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A breach to safety is any action, decision or event that may put somebody in danger.

Any breach that has been identified must be addressed or reported depending on the situation and your site’s procedures. Breaches in site safety can include:

· Actions taken by personnel that place people at risk of injury or illness.

· Steps not taken to avoid a risky situation occurring. 

· Failure to comply with regulatory requirements. 

Examples of breaches in site safety include:

[image: image8.png]Working at heights without safety controls in place.

Worker exposure to excessive noise.

Allowing unlicensed operators to use specific equipment.

Not having guards in place on moving plant.

Inappropriate use of equipment.

Poor chemical safety procedures and storage.




The response to the breach will depend upon the type and severity of the breach. 
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If you are able to safely act upon the breach, and it is within your site’s procedures, then you must do so. If not, you must report the breach to a supervisor or safety representative.

In any case you must always follow your site’s procedures when responding to a breach in site safety.

Always report the details of any breach or action that you have taken towards a breach to the appropriate workers. Breaches should be considered as WHS issues and may need to be raised with safety reps or officers.

Review Questions

	6. 
	What is a ‘breach to safety’?
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2.1 Personal Protective Equipment
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Personal Protective Equipment (PPE) is clothing and equipment designed to lower the chance of you being hurt on the job. It is required to enter most work sites.

You may need to wear PPE when you are using tools, plant and equipment. Check your work instructions and safety procedures for details of the PPE you need to wear.

PPE includes:
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· Head protection – hard hats and helmets.

· Foot protection – non-slip work boots.

· Hand protection – gloves.

· Eye protection – goggles, visors or glasses.

· Ear protection – plugs or muffs.

· Breathing protection – masks or respirators.

· Hi-visibility clothing – clothing that makes you stand out and lets other people know where you are.

· Weather protection – clothing that protects you from the sun or from the cold.
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Make sure any PPE you are wearing is in good condition, fits well and is right for the job.

If you find any PPE that is not in good condition, tag it and remove it from service. Then tell your supervisor about the problem and they will organise to repair or replace the PPE.

When you have finished using any PPE you need to store it properly so that it stays in safe working condition.

Review Questions

	1. 
	What is a ‘breach to safety’?
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2.2 Maintain a Clean and Tidy Work Area
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It is essential that all work areas are kept clean and tidy to ensure the safety of all workers.

All work areas should be kept free from debris and other material. A build-up of litter, rubbish leftover materials and debris can create fire hazards, trip hazards and injury from sharp objects. 

Equipment should be stored in a safe place when not in use. 
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Follow site and safety procedures when storing equipment and ensure that the storage area is clean and organised. This prolongs the life of the equipment, and makes it easy to locate for other workers.

Keep cords, leads and hoses away from walkways to stop people tripping over them. You may need to cover them or raise them up above head height to keep them out of the way. Any cords, lines or hoses that are hung above head height need to be clearly marked.

Review Questions

	2. 
	Why do all work areas need to be kept clean and tidy?
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2.3 Permits and Clearances

Some specialised work will require permits and clearances before it can be carried out. 

Work that may require permits and clearances include:
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· Access to restricted areas.

· Hot work – welding and cutting.

· Working at heights.

· Working in confined spaces.

· Digging or excavation work.

· Blasting, shotfiring or use of explosives.

· Working on or close to power lines and services.

2.3.1 Applying for a Permit

Permits and clearances need to be applied for and issued before specialised work is carried out. This helps to ensure the safety of the worksite and workers and to ensure that all WHS policies and procedures are followed.
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To apply for a permit you will need to have all of the details about how and when the work will be completed, and who will be participating.

A permit application should include details of: 

· Location, description and duration of work to be done.

· Hazards that may be encountered. 

· Isolation, lock out, tag out processes.

· Atmospheric test and monitoring requirements and results.

· Urgency of work.

· Authorisation.

· Hazard control measures.

· PPE and clothing.

· Size of work crew.

· Stand-by workers and emergency response and rescue arrangements.

Review Questions

	3. 
	List 4 types of work that may require permits and clearances.
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	1.

2.

3.

4.


2.4 Apply Safe Manual Handling Procedures
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Manual handling is defined as any activity that involves lifting, lowering, pushing, pulling, carrying or moving a load.

There is always a risk of personal injury (e.g. back injuries, muscle strain) when performing manual handling.

Using correct manual handling techniques will help reduce the risks of injury.
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Correct manual handling techniques include:

· When lifting a load start with your legs bent and back straight. Use your leg muscles to raise and lower the load – NEVER use your back muscles.

· Keep your back straight when carrying a load. Keep the load close to your body.

· Move your feet when turning with a load – NEVER twist your body.

· Use team lifts or equipment to shift heavy or bulky loads.
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Accidents and injuries can happen if you try to lift objects that are too heavy or awkward for one person. In these situations you should use a team lift or manual handling equipment.

When conducting team lifting you should ensure that you apply teamwork strategies such as maintaining constant communication so that the weight is evenly distributed and movements are coordinated (performed together).
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Manual handling equipment you can use include:

· Trolleys.

· Pallet jacks or pallet trucks.

· Winches and hoists.

· Pedestrian (walk behind) forklifts.

· Wheelbarrows.

Review Questions

	4. 
	What is manual handling?
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2.5 Apply Procedures for High Risk Activities

High risk work includes crane, hoist and forklift operation, scaffolding, dogging and rigging. You need to have a licence to perform this type of work, or be in training and under direct supervision of somebody who has the equivalent licence.
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Other tasks may be classified as high risk based on a risk assessment. These tasks could include working:

· At heights.

· In confined spaces.

· With hazardous materials.

Generally high risk work cannot be done until hazard controls are in place and there are clear instructions that outline exactly how to do the work in the safest way possible. 

You may need to get your supervisor to inspect the work area to make sure all safety requirements have been met before you begin.

Review Questions

	5. 
	What does high-risk work include?
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3.1 Recognise and Respond to Alarms
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Safety alarms are used in workplaces to give an audible or visual warning about a problem or condition.

They can range from warning that a piece of plant or equipment is not working properly through to emergency situations that require specific action or evacuation.

Your worksite will use specific alarms for buildings, plant or equipment. 
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It is important that you remain calm, cooperate with other workers, work out what the alarm indicates, and how best to respond to it.

If it is an emergency alarm (e.g. fire alarm) you will need to move to an evacuation point or evacuation assembly area. Quickly make your work area safe and move off to the evacuation point warning others along the way if necessary.

Always stay calm and do not panic in an emergency. Do not run unless you are in direct and serious danger where you are.

Once you are at the evacuation assembly area listen to the person in charge and let them know that you are present.

Review Questions

	1. 
	What are safety alarms in workplaces used for?
	[image: image15.png]




	


3.2 Emergency Situations

Emergency situations in a workplace may include:
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· Fire.

· Emergency evacuation.

· Incidents or accidents resulting in damage or injury.

· Electrical shock.

· Falls. 

· Extreme weather.

· Entrapment.

· Inrush.

· Fumes, vapours or gas leak.

· Explosions.

· Emergencies resulting from working in remote locations.

· Equipment or structure collapse.

· Vehicle collisions.
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Every worksite will have specific procedures to be followed in response to emergency situations. 

These procedures are based on the type of emergency, its severity and the impact it will have on workers.

Depending on your role in the worksite, your responsibilities during an emergency will vary. Some training may be required to prepare you for emergency situations such as first aid or warden training.

3.2.1 Respond to and Report Emergency Situations
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The emergency alarm should be raised immediately if there is an emergency, and supervisors or other workers must be informed. 

It is important that all workers stay calm and focused in a crisis. The quicker and more effectively all workers can react in an emergency the better the outcome.

It may be necessary for a trained person to apply first aid in emergency situations. All worksites should have adequate first aid procedures and equipment. Most workplaces will have designated first aid and emergency officers.

You may need to contact emergency services such as the police, fire brigade or ambulance service in an emergency situation. Emergency services may need to be telephoned on 000. 
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Make sure you give all important information to the emergency services. This includes:

· The nature of the emergency. 

· Contact details. 

· Location.

· Actions already taken.

Review Questions

	2. 
	List 4 emergency situations that can happen in a workplace.
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	1.

2.

3.

4.


	3. 
	When should the emergency alarm be raised immediately?
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3.3 Apply Fire Fighting Techniques
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Fire fighting equipment on site could be anything from small fire extinguishers through to large water cannons. 

Different fire fighting equipment should be used for different types of fire. Always check the equipment for information on what type of fire it can be used on.

3.3.1 Fire Fighting Equipment

Fire fighting equipment may include:
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3.3.2 Classes of Fire and Extinguishing Media

There are 6 different classes of fires, they include:

	Fire Class
	Example of Combustible Materials in Fire Class 

	Class A
	Ordinary combustibles.

	Class B
	Flammable and combustible liquids.

	Class C
	Flammable gases.

	Class D
	Combustible metals.

	Class E
	Electrically energised equipment.

	Class F
	Cooking oils and fats.


Portable Fire Extinguishers

Fire extinguishers must be appropriate for the type of fire (Classes A to F). Portable fire extinguishers are defined by colour.

Fire classifications and appropriate extinguisher types include:
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3.3.3 Basic Fire Fighting Techniques
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Steps for using a fire extinguisher:

1. Evacuate the area.

2. Isolate the area.

3. Call emergency services or other designated on site procedure.

4. If it is safe to do so, use an extinguisher to attempt to control the fire using the PASS system.

The PASS system:
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Contact your site emergency management team as soon as possible and call the fire brigade on 000.

When fighting any fire within your worksite, remember that your safety and the safety of all workers is the most important thing. If it is too dangerous to stay and fight the fire you should evacuate immediately.

Review Questions

	4. 
	List 4 types of fire fighting equipment.
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	1.

2.

3.

4.


	5. 
	List the steps for using a fire extinguisher.
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3.4 Identify Emergency Escape Route

All worksites should have both a primary and secondary escape route. The secondary route is used if the primary one is rendered unsafe.
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An example of an evacuation procedure may be:

1. Prepare to evacuate when the alarm is raised or when directed by a warden.

2. Leave your worksite in a safe condition. 

3. Close the doors if there is a fire – DO NOT lock them.

4. Help anyone in immediate danger.

5. Follow all directions from wardens and emergency services workers.

6. Leave the work area via the nearest safe route.

7. Move calmly to the nearest assembly point.

8. Wait for the all clear before returning to the work area.

All workers on a worksite should be able to locate emergency escape routes, and the procedures to be followed in the event of an emergency. 

These should be easily located and visible on the site.

Review Questions

	6. 
	When is the secondary escape route used?
	[image: image23.png]




	


4.1 Identify Health Risks
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There are a number of risks to your personal wellbeing on any worksite. These include:

· Stress.

· Deviation from safety procedures and policies.

· Fatigue.

· Effects of heat stress and hypothermia.

· Communicable diseases.

· Adverse personal hygiene.

· Horseplay.

All of these factors can not only interfere with productivity on site, but can also endanger you or other workers.
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Stress

Stress can disrupt your internal body clock (circadian rhythms), causing sleep problems. This can lead to fatigue and a lack of focus and mental alertness on the worksite, increasing the potential for hazards and risks to yourself and others.

Fatigue

Warning signs that you are suffering fatigue include:

	Fatigue Category
	Possible Warning Signs

	Physical
	· Slow reaction time.

· Tiredness, yawning or sore eyes.

· Headaches, stomach or other problems.

· Micro sleeps (nodding off for a short period of time).

	Mental
	· Trouble concentrating and thinking clearly.

· Shorter than normal attention span.

· Boredom, irritability or lack of motivation.

	Work
	· Poor or careless performance.

· Overlooking minor but potentially important details.

· Lower levels of communication and cooperation with others.


It is very important that fatigue is managed properly. Here are some ways you can manage fatigue:
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· Get enough sleep.

· Drink plenty of water.

· Take regular breaks.

· Keep a healthy diet.

· Keep a reasonable level of fitness.

Talk to your boss or supervisor about breaking up boring or monotonous tasks or rotating the work you are doing with other workers if possible.
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Extreme Hot and Cold Temperatures

Both very hot and very cold working conditions can have a severe impact on your personal wellbeing. Working in high heat can lead to dehydration, heat exhaustion or sun stroke. Working in extreme cold can lead to hypothermia.

Always make sure you are wearing appropriate clothing for the working conditions. Cover up in the sun and keep well hydrated (drink plenty of water). If conditions are cold or wet make sure you have warm, waterproof clothing. Try not to stay in very hot or very cold conditions for too long at a time. Take regular breaks if possible.

4.1.1 Preventative Strategies

It is essential for you to recognise the risks to your personal wellbeing on site, and take precautions to minimise the impact.
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To do this you could:

· Discuss your problems with others.

· Find ways to relieve stress.

· See a doctor or other medical professional.

· Get training if required.

Review Questions

	1. 
	List 3 types of risks to your personal wellbeing on any worksite.
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	1.

2.

3.


4.2 Identify Dangerous Situations and Take Action

It is important that you keep an eye out for any situations that may endanger yourself or other workers. This is because identifying a potential situation before an incident occurs is more effective than having to respond to a situation.
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If a situation does arise in the workplace that may put you or other workers in danger, you need to take action.
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This may include:

· Warning workers who may be doing something in an unsafe way.

· Warning workers who may not have noticed something dangerous near them.

· Making the situation safe if you are able to do so and it is within your level of responsibility, for example isolating an area or tidying up.

· Reporting the situation to appropriate workers such as supervisors or WHS officers.

· Organising better or different equipment for the task.

· Isolating dangerous, damaged or defective tools and equipment.

· Getting somebody to help you, for example getting somebody to guide you if you cannot see clearly, or getting them to help you lift or move something.

If you’re not sure what to do in the situation the best thing you can do is speak up and bring the situation to the attention of others who may be able to take action.

Review Questions

	2. 
	What do you need to do if a situation arises that may put you or other workers in danger?
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4.3 Being Fit for Duty

It is important that you are fit for duty while you are at work. This means you are able to complete your tasks safely and properly.

Your site may have fitness for duty requirements, including: 
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For example, if you are on medication while at work you may need to inform an authorised person before operating any machinery.

4.3.1 Drug and Alcohol Policies

It is dangerous to be under the influence of drugs or alcohol while in the workplace. 
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All worksites have drug and alcohol policies that govern the use of prescription medicines, drugs and alcohol while on the worksite. Ignoring these policies places you and other workers at greater risk of hazards and accidents occurring, especially when operating machinery or equipment. 

Some worksites will have a designated area for smokers. They may also have particular times when smoking is not allowed. 

Look for non-smoking signs and NEVER smoke near flammable materials.

Review Questions

	3. 
	List 3 fitness for duty requirements that your site may have.
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	1.

2.

3.


	4. 
	What do worksite drug and alcohol policies govern?
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4.4 Site Incident and Injury Statistics
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The organisation will keep records of all incidents and injuries that have occurred at work. 

By looking at records of incidents and injuries you can help to identify hazardous areas or tasks in the workplace and be better aware of the dangers that exist at work.

An incident is classified as any event that causes damage or injury, or near miss that has the potential to cause injury. Incidents will need to be investigated to work out what caused them. Injuries need to be managed and processed according to regulations and health and safety regulator requirements.

Incidents may include:
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4.4.1 Report and Record Incidents and Injuries
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All incidents, near misses and injuries need to be carefully documented and reported. This is an important part of making sure the workplace is as safe as possible.

Reporting the details of an incident may be done verbally or written. 

Verbal reporting involves speaking about it to your supervisor or an incident investigator.

Written records of incidents include forms or templates that have sections to help you to get all of the important details down on paper.
Review Questions

	5. 
	What is an incident?
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	6. 
	How can reporting of the details of an incident be done?
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4.5 Participate in Incident Investigations

When an incident occurs on a worksite, you may be required to contribute to and participate in incident investigations.
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An incident investigation aims to:

· Identify the cause of an incident to help to avoid it again in the future.

· Identify any new hazards.

· Identify and recommend hazard management controls.

· Help the workplace to comply with relevant legislation.
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An incident investigation is usually conducted after medical attention has been provided for any injured workers, and the area has been made safe.

Your participation in the investigation may be as simple as recalling what happened leading up to, during and after the incident. It may also include giving investigators important information about how a task is done so that they can better understand the situation.

Try to be as helpful as possible during the investigation and don’t leave out any important details. They may be important and help the investigators come up with recommendations about how to avoid the incident in the future.
Review Questions

	7. 
	When is an incident investigation usually conducted?
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