
Apply risk management processes

Learner Workbook 

TRAINER’S MARKING GUIDE 

RIIRIS301E –  
Apply risk management processes 

Learner Name:   __________________________________________   

Student Number:  _________________________________________  Date:   ____________ 

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 2 of 86 
 

   

Contents 

Contact Details ........................................................................................................................................ 4 

Training support materials....................................................................................................................... 5 

Application / Context of Assessment ...................................................................................................... 5 

Summary of Practical tasks to be performed. ......................................................................................... 7 

Knowledge Assessment ........................................................................................................................... 9 

Practical Assessment ............................................................................................................................. 32 

Practical assessment instructions .......................................................................................................... 32 

Practical Assessment 1 .......................................................................................................................... 33 

Practical Assessment 2 .......................................................................................................................... 35 

Practical Assessment 3 .......................................................................................................................... 36 

Practical Assessment 4 .......................................................................................................................... 37 

Practical Assessment 5 .......................................................................................................................... 38 

Practical Assessment – Check List ......................................................................................................... 39 

Written / Practical Assessment Summary – Competency Sign Off ........................................................ 50 

Appendix................................................................................................................................................ 51 

Sample work order 1 - For excavating a trench and laying concrete piping. .................................. 53 

Sample Work Order Activity 2 - Asphalt Patching and Joint Laying ................................................ 55 

Sample Policy and procedures 1.zip ................................................................................................. 57 

000 Sample Risk Management Policy – documentation ............................................................. 57 

Task 3 improvement email 1 ............................................................................................................ 58 

Take 5. ............................................................................................................................................... 59 

902c EG – T5 CHK Hazard Identification and Control Table.v.3 ....................................................... 61 

Task 7. JSA – (JSA work order activity 1) ................................................................................... 62 

Task 8 – Task 8.docx .......................................................................................................................... 63 

Task 9 – Hazards not addressed - Task 9.docx .................................................................................. 65 

Task 10. .............................................................................................................................................. 66 

Task 11. .............................................................................................................................................. 69 

Task 12, Task 13, Task 14 ................................................................................................................... 71 

Task 15. Risk assessment matrix.doc ............................................................................................... 72 

Task 16. SWMS.v.4.docx ................................................................................................................... 73 

Task 17. .............................................................................................................................................. 74 

Task 18. Identified Resources for Risk Controls ............................................................................... 75 

Task 19. Swms document – final version. ........................................................................................ 76 

Task 20. Risk Management Plan for Job ................................................................................... 78 

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 3 of 86 
 

Task 21. resource request form ...................................................................................................... 82 

Task 22. Workplace Risk Control Effectiveness Review Form .......................................................... 83 

Task 23. Risk Implementation Plan .................................................................................................. 84 

Task 26 Monitor and review risk management documentation. .................................................... 85 

Task 27 Seek authority and approval, in writing, to amend risk management documentation. ... 85 

Task 28 Seek authority and approval to action amendments to risk management documentation

 ........................................................................................................................................................... 86 

 

 

  

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 4 of 86 
 

Contact Details 
 

Candidate’s details 

Name: 

Address: 

 

Student Number: 

Phone number: 

Email: 

I.D supplied / USI No ? 

Signature: 

 

Trainer/Assessor's / Supervisor details 

Name: 

Company/registered training organisation: 

Phone number: 

Email: 

Assessment location: 

Assessment date: 

Signature: 

 

I declare that:  

Student Signature: 
Date: 

 

 

This submission is all my own work and has not been copied nor does it 

violate the material that is listed under the Statement on Plagiarism and 

Academic Integrity rules. 

  

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 5 of 86 
 

Training support materials 
Training package: RII - Resources and Infrastructure Industry Training Package Version 4.0 - 

9.0 

Unit of competency: RIIRIS301E Apply risk management processes - Release 1 

Application / Context of Assessment 
This unit describes the skills and knowledge required to apply risk management processes in 

the mining, drilling and civil infrastructure industry. 

This unit applies to individuals who contribute to applying risk management processes as 

part of their responsibilities. This could be an employer, line manager, supervisor, safety 

representative or employee. This unit applies to those who carry out or assist in carrying out 

risk assessment in the workplace. 

Licensing, legislative and certification requirements that apply to this unit can vary between 

states, territories and industry sectors. Users must check requirements with relevant body 

before applying the unit. 

 

Unit Sector 

Civil construction 

 

Notes to Candidate:  

Practical components of this assessment may be filmed on apply risk management 
processes. It applies to individuals who contribute to applying risk management processes as 
part of their responsibilities. This applies to those who carry out or assist in carrying out risk 
assessment in the workplace. 
 
The application for risk management processes that safely, effectively and efficiently follows 
workplace procedures to carry out work activity on at least two occasions, includeing: 
❑ applying planning and organising skills to the risk management processes 
❑ identifying or sourcing criteria to determine unacceptable risk 
❑ identifying and recognising type and scope of hazards and their impact 
❑ assessing and determining the consequence, likelihood and level of potential risk 
❑ identifying unacceptable risk using the acceptable/unacceptable criteria 
❑ assessing options for appropriate controls and implementing accordingly 
❑ identifying and obtaining required resources 
❑ preparing and maintaining written records and report requirements 
❑ reviewing risk management documentation 
❑ identifying and recommending controls 
❑ contributing to the implementation of controls. 

In the course of the above work the candidate must also: 

❑ locate and apply relevant documentation, policies and procedures 
❑ apply relevant operational information 
❑ apply industry terminology 
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❑ demonstrate the ability to engage with workers reporting to you, co-workers, and 
supervisors in the risk management processes 

❑ communicate clearly and concisely with others to receive and clarify work instructions 
and to coordinate work activities 

❑ meet written and verbal reporting requirements and procedures associated with risk 
management processes. 

 

Right of appeal 
 
On completion of the assessment: 
• the candidate is to be advised of assessment result  
• the candidate might disagree with the result of the assessment 
• the candidate has the right to challenge the assessment result   
• an unsuccessful candidate may apply to the R.T.O. for re-assessment.  
(Please note: applications for reassessments are subject to the RTO’s policies and 
procedures) 
 
Duration of Assessment: Single session or over a period of time. 
 
Assessment Date:   _____________________  
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Summary of Practical tasks to be performed. 
 

The candidate must demonstrate the ability to complete the tasks outlined in the elements, 

performance criteria and foundation skills of this unit, including evidence of the ability to: 

❑ follow workplace procedures to carry out work activity on at least two occasions that 

demonstrate completion of application of risk management processes that safely, 

effectively and efficiently along with: 

❑ applying planning and organising skills to the risk management processes 

❑ identifying or sourcing criteria to determine unacceptable risk 

❑ identifying and recognising type and scope of hazards and their impact 

❑ assessing and determining the consequence, likelihood and level of potential risk 

❑ identifying unacceptable risk using the acceptable/unacceptable criteria 

❑ assessing options for appropriate controls and implementing accordingly 

❑ identifying and obtaining required resources 

❑ preparing and maintaining written records and report requirements 

❑ reviewing risk management documentation 

❑ identifying and recommending controls 

❑ contributing to the implementation of controls. 

and must also: 

❑ locate and apply relevant documentation, policies and procedures 

❑ apply relevant operational information 

❑ apply industry terminology 

❑ demonstrate the ability to engage with workers reporting to you, co-workers, and 

supervisors in the risk management processes 

❑ communicate clearly and concisely with others to receive and clarify work 

instructions and to coordinate work activities 

❑ meet written and verbal reporting requirements and procedures associated with risk 

management processes. 

 

  SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 8 of 86 
 

Knowledge Assessment - Introduction 

 
 

The assessor must be satisfied the candidate has successfully demonstrated each element and 
performance criteria contained in the Unit of Competency. 

 

Knowledge Assessment Instructions  
 

 
 

1. This assessment should be completed in writing (pen not pencil). However, where necessary it may 

be undertaken verbally. If verbal assessment is undertaken the candidates’ responses must be clearly 

recorded by the assessor. The assessor must clearly note on the assessment that it was undertaken 

verbally.  

2. Candidates should be allowed 10 minutes reading time before commencing the assessment and a 

further 180 minutes to complete the assessment.  

3. The assessment should be completed in a quiet area free from distraction. 

4. The assessment is to be completed without the assistance of learning resources. Students may ask 

the assessor for assistance to clarify questions they do not understand. 

5. A pass mark of 90% (46/51) must be achieved for a satisfactory result. The assessor must provide 

feedback to the candidate to clarify any answers deemed to be incorrect. 

6. Reasonable adjustment to the assessment is to be made by the assessor where deemed necessary.  
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Knowledge Assessment 
 

 
Question 1 ❑ PC 1.0, 1.1, 1.2 

As a summary of the Risk management process. 
 
i). What are the 5 basic steps involved in the risk 
management process and what does each step entail or 
involve? 
 
Answer may include but is not limited to:   
 
The 5 basic steps involved in risk management process is 
the 
following; 
1. Identify the hazard : Inspect documents and the 
worksite to 
pinpoint potential dangers. 
2. Assess the risks : Use a risk matrix to evaluate the 
likelihood and severity of the identified risks. 
3. Controlling risk : Use the hierarchy of control 
measures to 
manage the risk 
4. Implement (Mitigate) by controlling the risks : Follow 
policy 
and procedures to reduce risks and perform the work 
safely 
on the worksite. Create an implementation plan. 
5. Maintain and Review : Continuously monitor and 
review the 
effectiveness of control measures. Do a quality check. 

 
 

 
ii). What does a site risk management systems and their 
application involve? 
 
It involves; 
a). Maximizing profits through cost-cutting measures at 
specific sites. 
b). Streamlining internal communication across various 
departments. 
c). Implementing tailored procedures to manage risks 
unique to a location. 
 
Correct answer: c). Implementing tailored procedures to 
manage risks unique to a location. 
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Question 2 ❑ PC 1.0, 1.1, 1.2 

i). What is a Hazard? 
a. The likelihood of an incident occurring. 
b. A potential source of harm or danger that exists. 
c. The process of assessing safety measures. 
d. The presence of safety equipment. 
Answer: b). A potential source of harm or danger that exists. 
 
ii) What is a Risk? 
a. A potential source of harm or danger. 
b. The likelihood of an incident occurring. 
c. A hazard-free environment. 
d. A safety measure in place for job 
Answer: b). The likelihood of an incident occurring. 
 
iii) What best describes a risk factor in the context of hazard 
management? 
a) A risk factor is an event that causes harm in the workplace. 
b) A risk factor is a measure of the likelihood of a hazard 
occurring. 
c) A risk factor is something that contributes to making a hazard 
become 
a risk. 
d) A risk factor is the severity of the consequences associated 
with a 
hazard. 
Answer: c) A risk factor is something that contributes to making 
a hazard 
become a risk. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Question 3 ❑ PC 1.0, 1.1, 1.2, 

3.3 

The hierarchy of hazard control is a list of controls you can 
use to lower the danger from a hazard on the worksite. 
What are the six (6) levels in the hierarchy of hazard control 
from the first choice to the last choice? 
 
Answer may include but is not limited to:   
1. Elimination: If possible, remove (take away) the hazard. 
2. Substitution: Use a safer method if you can’t remove the 
hazard. 
3. Isolation: Stop access to the hazardous (dangerous) area. 
4. Engineering control measures: Change the tools, 
equipment or environment to make it safer. 
5. Administrative practices: Reduce the time the worker is 
exposed to the hazards by using training, job rotation, the 
timing of jobs, etc. 
6. Personal Protective Equipment (PPE): 
Use PPE as your last line of defense. 
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Practical Assessment 
 

The assessor must be satisfied the candidate has 
successfully demonstrated each element and 
performance criteria contained in the Unit of 
Competency. 
 
It is the assessor’s responsibility to decide if the 
candidate has competently demonstrated a skill. The 
assessor may question a candidate further if their 
demonstration needs clarification. 
 
Note: Performing the actual practical task may be 
filmed and noted of where the video file is stored and 
assigned to which candidate, along with a copy of the 
work order must be submitted to assessor. 

 

 

 
Note: See appendix for sample benchmarking items that must be demonstrated by 
candidate. 
 

 

Practical assessment instructions 
 

 
Practical assessment should be performed in a normal working environment where 
possible. However, under some circumstances may occur in a simulated work 
environment. 
 
The Assessor must: 
• Clearly explain to the candidate what is expected of them  
• Check that the candidate has been provided with the necessary tools and 

equipment 
• Complete checklists as the candidate goes through the tasks 
• Only question a candidate during a practical task if it is safe to do so  
• Stop the assessment immediately if the candidate is doing something dangerous  
• Stop the assessment immediately if the machine or objects are likely to be 

damaged 
• Inform the candidate of the result of the assessment 
• Provide the candidate with a work order activity or job plan that outlines the 

task to demonstrate, if one is not provided then use the sample contained within 
this document or one of your own. 

❑ The candidate must demonstrate completion of application of risk management 
processes that safely, effectively and efficiently follows workplace procedures 
to carry out work order activity on at least two occasions 

 

If an assessor needs to stop the assessment because of danger or possible damage, the candidate must be marked as not yet competent. If 
the assessment is stopped, further training would need to take place before a re-assessment can be undertaken. 

  

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 33 of 86 
 

You are to demonstrate the; 
 
❑ completion of application of risk management processes that safely, effectively 

and efficiently follows workplace procedures to carry out work activity on at 

least two occasions. 
 
Note: See unit learning guide for sample work order or see your trainer / assessor for 
work order. 
 

Practical Assessment 1  
 
When carrying out the work activity in the work order you must perform the following 
tasks: 
 
Task 1.0 You are to locate or source a work order. i.e. Use the sample work order 

found in the Learner Guide or one will be provided to you from your Trainer / 

Assessor. When you complete your practical assessment submit the work order 

document. (Work Order – Activity 1.docx) (PE1, PE13, PE16) (PC1.1) 

Task 2 Locate all policy and procedures documents in relation to the work order 

activity and find a risk management document, if one not found then request one. Save 

all files found in a zip file called (Sample Policy and procedures 1.zip) (PE12)(PC1.1) 

Task 3 Read and review a policy and procedures document and see if you notice any 

improvements that need to be made. Make a note and send email to management 

and call the file Task 3 improvement email.docx [PE09] (PC1.1) 

Task 4 Do a take 5 meeting and attach filled in take 5 document. (PE: 16, 17). 

If necessary fill out a: 902c EG – T5 CHK Hazard Identification and Control Table.v.3 – 

control measures.docx (PE: 13). (PC1.1) (PC1.2) 

Task 5 Inspect and analyse the work area conditions and identify any hazards and 

risks that might be involved. (PE: 1, 16) – Video of site visited. (PC1.2) 

Task 6 From the work order activity, identify risks and hazards. You might have done 

this during the take 5 meeting or site inspection. Submit the take 5 document and fill 

out the 902c EG – T5 CHK Hazard Identification and Control Table.v.3 – control 

measures document (PE 12, 3, 6) (PC1.2) 

Task 7 (Paperwork) From the work order activity identify risks and hazards. Source or 

find a JSA or fill out a JSA form for the work order activity. Save the file as (JSA work 
order activity 1.docx) (PE 12, 3, 6) (PC1.2) 

Task 8: Review the standard operating procedures (SOPs) for work order activities 

and identify any documented measures related to hazard control. For example, if 
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dealing with chemicals, check for procedures related to chemical handling, storage, 

and emergency response, such as PPE requirements. (PE 6, 9) (PC1.3) 

Submit an SOP and indicate whether it includes provisions for hazard control. Answer 
"Yes" if provisions are present; otherwise, answer "No." 
Note Look at the following SOP documents and make notes from the learner guide as samples: 
Document: 904c – Standard Operating Procedures for Excavating a Trench and Laying Concrete 
Pipes.docx 
Document: 910, 911, 912 
Document: 991.v.2 SOP 
Save your comments, submit file and save the file as (Task 8.docx) 

Task 9. Review the work order activity to identify any risks and hazards that are not 

covered by existing workplace policies, procedures, processes, or systems. 

Submit a document detailing the missing hazards and risks. Clearly mark these on the 

document and then submit these documents to your trainer, assessor, or supervisor. 

Save the file as (Task 9.docx) (PE9, 12) (PC 1.3, 1.4) 

Task 10. Complete the "Risk Assessment Criteria Checklist - Quality Check.docx" for 

a policy and procedure document and submit it to your trainer, assessor, or workplace 

supervisor. (PE9, 12) (PC 1.4) – Note have a look at document 914 – standard 

operating procedures for excavating a trench and layering concrete pipes. – missing 

hazards and risks. Once quality check has been performed save the file as (Task 
10.docx) 

Task 11. Notify the relevant duty holders of potential hazards according to workplace 

policies and procedures. (PE15,16, 12) (PC 1.5) e.g. via email of what is missing from 

work place policy and procedures or a SOP. Locate.docx or locate.zip 

 
 

 

  

Practical Assessment 1. Files to submit. 
Copy of  
  Work Order – Activity 1.docx 
  Work Order – Activity 2.docx 
 
Sample Policy and procedures 1.zip 
Task 3 improvement email.docx 
Take 5 Document 1.docx 
902c EG – T5 CHK Hazard Identification and Control 
Table.v.3 – control measures.docx 
Jsa work order activity 1.docx 
Task 3.docx 
Document: 904c – Standard Operating Procedures for 
Excavating a Trench and Laying Concrete Pipes.docx 
Document: 910, 911, 912 
Document: 991.v.2 SOP 
Task 8.docx 
Task 9.docx 
Task 10.docx 
Locate.zip + email 
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Practical Assessment – Check List 
The skills and knowledge required to demonstrate completion of application of risk 

management processes that safely, effectively and efficiently follows workplace 
procedures to carry out work activity on at least two occasions; 
Activity 1. Excavating a Trench and Laying Concrete Piping 
Activity 2. Asphalt Patching and Joint Laying 
 
2 sets of practical Assessments from 1 to 5 must be filled in for each work order 
activity.  
 
See appendix for sample benchmarking items that must be demonstrated by 
candidate. 
 
 
Practical Assessment 1  

 
 
Candidate Name:  

 
Work order / Task 
to be performed: 

 
 
 
 

 
Task Observation performed when performing 

practical assessment 1 from task 
descriptions - Candidate: 

Comments  
Work Order 1 ❑  
Work Order 2 ❑ 

❑ Task 1  [PE01] applying planning and organising skills 
to the risk management processes (PC1.1) 

 

 [PE13] apply relevant operational information 
(PC1.1) 

 

Work Order.docx [PE16] communicate clearly and concisely with 
others to receive and clarify work instructions 
and to coordinate work activities (PC1.1) 

 

❑ Task 2 
Policy&pro.zip 

[PE12] locate and apply relevant documentation, 
policies and procedures (PC 1.1) 
❑ legislative, organisation and site requirements and 

procedures, ❑ manufacturer’s guidelines and 

specifications, ❑ Australian standards, ❑ code of 

practice, ❑ Employment and workplace relations 

legislation, ❑ Equal Employment Opportunity and 

Disability Discrimination legislation 

Risk management systems information may include 

those focused on: 

❑ personal safety (e.g. personal protective 

equipment, medical standards, drug and alcohol, ❑ 

stress management and evacuation), ❑ equipment 
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other potential emergency related circumstances, ❑ 

uncontrolled energy, ❑  change 

❑ hazards not 
addressed 

[PE12] locate and apply relevant documentation, 
policies and procedures (PC 1.3, 1.4) 
Has shown at least 2 of the following missing 
hazards from documentation. 
❑ Regulatory Compliance, ❑ Legal 
requirements, ❑ Industry standards, ❑ 
Organizational Policies, ❑ Company policies, ❑ 
Risk tolerance levels, ❑ Risk Assessment, ❑ 
Severity of harm, ❑ Likelihood of occurrence, 
❑ Frequency of exposure, ❑ Financial Impact, 
❑ Cost of control measures, ❑ Potential 
financial loss, ❑ Stakeholder Concerns, ❑ 
Worker safety, ❑ Public perception, ❑ 
Technical Feasibility, ❑ Control measure 
feasibility, ❑ Technological constraints, ❑ 
Environmental Impact, ❑ Environmental 
regulations, ❑ Impact on environment, ❑ 
Operational Impact, ❑ Disruption to operations, 
❑ Continuity planning, ❑ Review and Update, 
❑Continuous improvement 

 

❑ Task 10 [PE9] reviewing risk management 
documentation (PC 1.4) 

 

❑ Quality [PE12] locate and apply relevant documentation, 
policies and procedures (PC 1.4) 

 

❑ Task 11 [PE12] locate and apply relevant documentation, 
policies and procedures (PC 1.5) 

 

Send email to 
management 

[PE15] demonstrate the ability to engage with 
workers reporting to you, co-workers, and 
supervisors in the risk management processes 
(PC 1.5) 

 

Locate doc, zip [PE6] assessing options for appropriate controls 
and implementing accordingly (PC 1.5) 

 

 
The applicants’ performance in Practical Assessment 1 - was deemed to be: 

 

 

 Satisfactory                                          Not yet satisfactory 

Applicant signature:  Date:  

Trainer/assessor signature:  Date:  
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Written / Practical Assessment Summary – 
Competency Sign Off 
 
Student NAME:   ____________________________________________________ Date:  __________ 
 

Written and Practical Assessment Summary Satisfactory 
Not 

Satisfactory 

0. Written Assessment – (Booklet .docx .pdf) – Quiz 
Assessment 

❑ ❑ 

1. Practical Assessment 1 – Check list ❑ ❑ 

2. Practical Assessment 2– Check list ❑ ❑ 

3. Practical Assessment 3 – Check list ❑ ❑ 

4. Practical Assessment 3 – Check list ❑ ❑ 

5. Practical Assessment 3 – Check list ❑ ❑ 

Competency: Not Yet Competent ❑ 
Date____________  

Competent  ❑ 
Date_________________ 

Feedback to be given to candidate or to Workplace Supervisor  
 
 
 
 
 
 
 
 

Trainer / Assessor 
signature: 
Date: 

 
The learner has been assessed as ❑ Not Yet competent / ❑ 
competent in the elements and performance criteria, critical aspects 
for assessment, required skills and knowledge for this unit and the 
evidence presented is:  
❑ Authentic ❑Valid ❑ Reliable ❑ Current ❑Sufficient 
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Appendix 
 
The following documents are sample benchmark documents of the level of detail that 
must be provided by candidate. The samples provided here are for the work order 1 
activity. The excavating of a trench and lay concrete pipes in trench.  Work order WO-
2024-001 
 

Files to Submit. For work order activity 1 sample. 
 

Practical Assessment 1 – Files to submit 

Copy of  
  Work Order – Activity 1.docx 
  Work Order – Activity 2.docx 
 
Sample Policy and procedures 1.zip 
Task 3 improvement email.docx 
Take 5 Document 1.docx 
902c EG – T5 CHK Hazard Identification and Control Table.v.3 – control measures.docx 
Jsa work order activity 1.docx 
Task 3.docx 
Document: 904c – Standard Operating Procedures for Excavating a Trench and Laying Concrete Pipes.docx 
Document: 910, 911, 912 
Document: 991.v.2 SOP 
Task 8.docx 
Task 9.docx 
Task 10.docx 
Locate.zip + email 

 

Practical Assessment 2 – Files to submit. 

SWMS.v.1.docx 
SWMS.v.2.docx 
SWMS.v.3.docx 
risk assessment matrix.doc 
SWMS.v.4.docx 

 

Practical Assessment 3. – Files to submit. 

work_order_activity_identified_risk_controls_1.docx 
Task 17.zip. 
Identified Resources for Risk Controls 1.docx 
swms_final 1.docx 

 

Practical Assessment 4. – Files to submit. 

Risk Management Plan for Job <no>.docx 
Risk controls resources request form for work order <no>.docx 
000 - Workplace Risk Control Effectiveness Review Form.v.2.docx 
Risk Implementation Plan Work Order <no>.docx 
Video of worker performing work order activity 
hazard/incident report.docx 

 

SAMPLE



RIIRIS301E Apply risk management processes  (release 1)  Learner Workbook - Marking Guide 

 

Copyright © Easy Guides Australia Pty Ltd 2020 All rights reserved. Page 53 of 86 
 

Sample work order 1 - For excavating a trench and laying concrete piping. 
1000 Sample Work Order for Excavating a Trench and Laying Concrete Piping 

Work Order Number  WO-2024-001 

Date Issued  2024-06-01 

Issued By  John Doe, Project Manager 

Project Name  Southfield Pipeline Installation 

Location  Southfield Industrial Park, Lot 5 

 

Step Description Assigned 
To 

Estimated 
Start Date 

Estimated 
Completion 
Date 

Comments/Notes 

1 Site Preparation Site Prep 
Team 

2024-06-02 2024-06-03 Clear area, ensure 
accessibility for machinery. 

1.1 Clear the designated area of 
any obstructions. 

Mike 
Smith 

2024-06-02 2024-06-02 
 

1.2 Ensure the site is accessible 
for heavy machinery and 
equipment. 

Laura 
Green 

2024-06-02 2024-06-02 
 

2 Excavation Excavation 
Team 

2024-06-04 2024-06-05 Excavate to specified depth 
and width. Implement 
shoring as needed. 

2.1 Excavate the trench to the 
specified depth and width. 

John 
Brown 

2024-06-04 2024-06-04 
 

2.2 Ensure the trench is stable 
and secure, implementing 
shoring as needed. 

Jane White 2024-06-04 2024-06-05 
 

3 Laying Concrete Piping Piping 
Team 

2024-06-06 2024-06-07 Position and lay concrete 
pipes according to plans. 
Ensure pipes are aligned and 
securely joined. 

3.1 Position and lay concrete 
pipes according to the 
engineering plans. 

Steve 
Harris 

2024-06-06 2024-06-06 
 

3.2 Ensure pipes are aligned and 
securely joined. 

Susan 
Moore 

2024-06-06 2024-06-06 
 

3.3 Perform quality checks to 
confirm alignment and 
sealing. 

Robert 
Johnson 

2024-06-07 2024-06-07 
 

4 Backfilling and Compaction Backfill 
Team 

2024-06-08 2024-06-09 Backfill and compact the 
trench to avoid settling. 

4.1 Backfill the trench with 
appropriate material. 

Linda 
Thompson 

2024-06-08 2024-06-08 
 

4.2 Compact the backfill to avoid 
settling. 

James 
Wilson 

2024-06-08 2024-06-09 
 

5 Site Cleanup Cleanup 
Crew 

2024-06-10 2024-06-10 Remove debris and restore 
site. 

5.1 Remove any debris and excess 
materials. 

Karen Lee 2024-06-10 2024-06-10 
 

5.2 Restore the site to its original 
condition or as specified. 

Peter 
Parker 

2024-06-10 2024-06-10 
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Safety Requirements 

• Personal Protective Equipment (PPE): Hard hats, safety glasses, high-visibility vests, steel-

toed boots, gloves. 

• Hazard Controls: Implement control measures as per the risk assessment, ensure machinery 

and equipment are inspected and in good working condition, follow proper lockout/tagout 

procedures when working with equipment. 

 

Equipment and Materials 

Equipment Required Materials Required 

Excavator Concrete pipes 

Backhoe loader Backfill material 

Compactor Sealing materials 

Concrete mixer Protective barriers 

Shoring materials 
 

 

Personnel 

Role Assigned To 

Supervisor John Doe 

Lead Excavator Operator Mike Smith 

Pipe Layer Steve Harris 

Laborers Laura Green, Jane White 

 

Schedule 

Start Date 2024-06-02 

Completion Date 2024-06-10 

 

Sign-Off 

Prepared By Signature Date 

John Doe, Project Manager __ John Doe _________________________ 2024-06-01 

 
| Approved By | Signature | Date | | Jane White, Site Supervisor | Jane White  | 2024-06-01 | 

| Completion Confirmation | Signature | Date | | Steve Harris, Lead Pipe Layer | Steve Harris | 2024-06-

10 | 
Comments: 

 
Attachments: 

1. Engineering Drawings 
2. Safety Plan 
3. Risk Assessment Report 
4. Equipment Maintenance Records 
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Sample Policy and procedures 1.zip 
Answer may include but is not limited to:   
000 Sample Risk Management Policy – documentation 

 
001 Sample Risk Management Plan 
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Task 3 improvement email 1 
 

Answer may include but is not limited to:   
 

To: [Recipient's Email Address] 
From: [Your Email Address] 
Subject: Review of Policy and Procedures Document 

 
 
Dear [Recipient's Name], 
 
I hope this message finds you well. 
 
After reviewing the Policy and Procedures document, I have identified several 
errors that need to be addressed to ensure the accuracy and effectiveness of our 
Risk Management Policy and Procedures. Specifically: 
 

1. The document does not state the requirement to conduct a "Take 5" 
(Engage workers) before starting work. 

2. There is no mention of a Safe Work Method Statement (SWMS) for high-
risk work. 

3. The terminology used refers to "Employees and Contractors," but it would 
be more accurate to refer to "Workers" instead. 

4. The document does not mention the need to complete a SWMS or a Job 
Safety Analysis (JSA). 

5. Title of document should change from “Introduction to risk management 
principles” to “Risk Management Policy”. Text title is confusing. 

 
Given these issues, I recommend that the Risk Management Policy and 
Procedures be revised to include the necessary details and clarifications.  
 
This will help ensure that our policies are comprehensive and aligned with best 
practices. 
 
Thank you for your attention to this matter. Please let me know if you need any 
further information or if there are any additional steps I should take. 
 
Best regards, 
 
[Your Full Name] 
[Your Position] 
[Your Company/Organization] 
[Your Contact Information] 
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Take 5. 

 
Answer may include but is not limited to:   

 
Take 5 Safety Check for Work Order WO-2024-001 
Project Name: Excavating a Trench and Laying Concrete Pipes 
Date: [Insert Date] 
Time: [Insert Time] 
Location: [Insert Location] 
Instructions: Workers would place a  if everything is okay, or a  if there's an issue that needs to 
be addressed. 

Step Task Details Tick Box  / 
 

1. Stop 
and 
Think 

What am I about to do? Excavating a trench and laying concrete pipes.  

 
What could go wrong? Cave-ins, equipment malfunctions, heavy 

machinery accidents, falling objects, hazardous 
material exposure. 

 

 
Who could be affected? Workers, nearby personnel, bystanders, and the 

environment. 

 

2. Look 
at the 
Work 
Area 

Are there any hazards? Uneven ground, proximity to traffic, exposed 
utilities, poor weather conditions, restricted 
visibility. 

 

 
Is the area secure? Yes, barriers and signage are in place, but regular 

checks are needed. 

 

 
Do I have the correct 
PPE? 

Hard hats, high-visibility vests, steel-toed boots, 
gloves, ear protection. 

 

3. Assess 
the Risk 

Cave-in during trench 
excavation: 

Likelihood: Likely Consequence: 
Major injury 
or fatality  

Control Measures 
Required: 

Shore up trench walls, use trench boxes, monitor 
for signs of collapse. 

 

 
Dropping concrete pipes 
during placement: 

Likelihood: Unlikely Consequence: 
Moderate 
injury  

Control Measures 
Required: 

Use proper lifting techniques, inspect equipment, 
ensure clear communication among workers. 

 

 
Machinery accidents 
(e.g., excavator 
malfunction): 

Likelihood: Possible Consequence: 
Severe injury 
or fatality  

Control Measures 
Required: 

Regular equipment inspections, qualified 
operators only, establish exclusion zones. 

 

4. Take 
Action 

What will I do to ensure 
safety? 

Ensure trench is properly shored or supported, 
maintain constant communication, conduct a 
toolbox talk, inspect machinery, monitor weather 
conditions. 

 

5. 
Monitor 
and 
Review 

Have the risks changed? Ongoing monitoring required.  
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Are controls effective? Yes, but continual checks are necessary.   
Do I need to stop and 
reassess? 

If any new hazards arise or controls become 
ineffective, yes. 

 

 

Sign-Off 
   

Worker's Name: [Insert Name] Signature: [Insert Signature] 

Supervisor's Name: [Insert Name] Signature: [Insert Signature] 

Date and Time of Completion: [Insert Date and Time] 
  

 

Comments/Notes 

Ensure all workers are aware of the emergency procedures in case of a cave-in or machinery 
accident. 

Record any incidents or near misses immediately for review and follow-up. 
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