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PC1.2

INTRODUCTION

Question 1: What is the risk management process all about?

Risk management is based on the following steps:

Understanding Risk Management: This includes understanding the
concept of risk, its sources, consequences, and the importance of managing
risks effectively in the workplace.

Identifying Risks: This involves identifying potential risks within the work
environment. This involves both identifying existing risks and anticipating
new ones that may arise.

Assessing Risks: Once risks are identified, the next step is to'assess the
likelihood and potential impact. Trainees learn various methods for risk
assessment, including qualitative and quantitative approaches.

Risk Control Measures: This involves developing and implementing control
measures to mitigate identified risks. This may involve ‘engineering controls,
administrative controls, or personal protective equipment.

Monitoring and Reviewing: Risk management is an ongoing process. It is
important to monitor the effectiveness of risk control'measures and how to
review and adjust them as necessary:

Documentation and Communication: Proper documentation of the
risk management process is essential forcompliance and continuous
improvement. Risk assessments, control measures, and any incidents or
near misses must be documented.

Risk-related informationsmustlbe communicated to relevant stakeholders.

© Easy Guides Australia Pty. Ltd. 8

ldentify and assess risk

§v)

Control risks, eg. wear personal protective equipment (PPE).

Monitor risk control measure and report.
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PC1.1 INTRODUCTION

Question 2: What laws apply to the risk management process?

Here are some examples:

Commonwealth (Federal) Level

Work Health and Safety Act 2011:

Provides the framework for managing workplace health and safety.n
Australia, including requirements for risk management.

Work Health and Safety Regulations 2011

Specifies detailed requirements for various aspects of health and safety
management, including risk assessment and control measures.

Australian Standards (AS/NZS):

Standards such as AS/NZS ISO 31000:2018 Risk Management ~ Guidelines
provide principles, framework, and process for managing risk.

Safe Work Australia Codes of Practice:
Various codes of practice provide practical guidance on managing specific

risks, such as the Code of Practice: Managing Risks of Hazardous Chemicals
in the Workplace.

Guidance Material from'Safe Work Australia:

Publications offering additional guidance on risk management practices,
including guidance on risk assessment methodologies and controls.

© Easy Guides Australia Pty. Ltd. 9

Regulations

les of Practice

Guidance material

Acts are laws that explain how to improve health and safety in
the workplace. Check your state or territory regulator for the

current version. For example: Model Work Health and Safety Act or
Occupational Health and Safety Act.

Regulations

Regulations explain specific parts of the Act.
For example: Part 4.3 - Confined spaces, Part 4.4 - Falls

Codes of Practice/Compliance Codes

Codes of Practice are practical guidelines on how to comply with
(meet the rules of) legislation.
For example: HAZARDOUS MANUAL TASKS Code of Practice

Australian Standards

Australian Standards are work guidelines that set the minimum
accepted performance or quality for a specific hazard, process or
product. For example: AS 2550 - Cranes, hoists and winches

- safe use set.
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Question 3: How do you access internal and external work related health and safety

information?
Internal Sources _— g
. T T P e
Incident Reports and Records: Py T
e T e (=¥ ) W
.. . . L. . L e I L | [ I e
Description: Records of workplace incidents, injuries, and near misses. O e Clovs
. . . . ’ . . IO P SO T 1
Acces;. Accessed via the organization’s safety management system.or incident Y .. — e
reporting platform. |t
| s
| P e e
. . | ] s i s ey g ey e e G
Safety Inspections and Audits: P R — |

Vi e sl Sy i el [y B B T G e Gt

Description: Reports from internal safety inspections and audits. 8 N s
Access: Available through safety management systems or shared during safety I }
committee meetings.

T A smsemsss i [ Fmes (O] B
olnime |

Health and Safety Policies and Procedures:

Taken

Description: Documentation outlining organisationalhealth and safety |

protocols. [
| Fral it wmamr L T el St ] w4 S Pk e
S O Py VP P SR o Mt W

Access: Found in the company's intranet, employee:handbook, or shared

Wl b TR U o o O S !

during safety training sessions. - e
| Papatacion T e
Compsiian

Safety Committee Meetings Minutes: ) )
An Incident Report Form is an example

Description: Records of safety committee meetings and decisions. of internal documentation.

Access: Available to committee members and often shared with employees
through internalchannels. Continued next page...
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Continued from last page

External Sources
Government Regulatory Bodies:

Description: Authorities overseeing workplace health and safety
regulations.

Access: Information available on their websites, including legislation, codes
of practice, and guidelines.

Industry Associations:

Description: Organizations offering industry-specific health and safety

resources.
Access: Accessible through membership portals or public resources on Internal sources include platforms like intranet, safety
their websites. systems and meetings.

Health and Safety Consultants:

Description: External experts providing specialized,safety services.
Access: Engaged for consulting services, training, and on-site assessments.
Research Institutions and Journals:

Description: Institutions publishing research on occupational health and
safety.

Access: Research findings and reports available through academic
databases or institutional websites.

Accessing These Sources

Internal Sources: Accessed through company platforms like intranet, G

safety systems, and meetings.

External Sources: Accessed via respective websites, memberships, direct External sources could come from websites, memberships,
engagement with consultants, and academic sources. and direct engagement with consultants.

© Easy Guides Australia Pty. Ltd. 11 May not be reproduced
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Question 4: How do you access, interpret and apply risk management.documentation?

Accessing Documentation:

Internal Documentation: This may include company policies, procedures, risk
registers, incident reports, and safety manuals. Access these documents through your:
organisation’s intranet, document management system, or directly from your supervisor
or relevant department.

External Documentation: External sources may include industry standards,
regulations, codes of practice, and guidance from regulatory bodies or{professional
organizations. These documents are typically available online through government
websites, industry associations, or libraries.

Interpreting Documentation:

Read through the documents thoroughly to understand their contents, including
definitions, requirements, and guidelines.

Pay attention to key terms, concepts, and spegific instructionsirelated to risk
management. |dentify any relevant sections or clauses that pertain to your work activity.

Applying Documentation:

Analyse how the information in the documentation applies to your specific work activity
and the associated risks.

Identify potential hazards, assess their likelihood and severity, and determine
appropriate control measures based'on the guidance provided.

Ensure that the/control measures align'with the recommendations or requirements
outlined in the documentation.

If there are gaps between the existing controls and the recommendations, consult with _
relevant stakeholders toaddress these gaps and ensure compliance. Continued next page...
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PLAN AND PREPARE FOR IMPLEMENTING THE RISK MANAGEMENT PROCESS

Continued from last page

Following documented procedures will

keep you on track.

Ensuring Compliance:

Regularly review and update your understanding o risk management documentation to stay informed about changes

or updates.

Implement the control measures entation and ensure that they are effectively communicated to all relevant

personnel.

Monitor the wor] ensure ad o the documented risk management procedures and promptly address any deviations or
non-complian

ss, including the application of control measures and any associated outcomes or incidents, to
continuous improvement.

© Easy Guides Australia Pty. Ltd. 15 May not be reproduced



PC 1.2 PLAN AND PREPARE FOR IMPLEMENTING THE RISK MANAGEMENT PROCESS
Question 5: What is the process used for risk assessment?

The following steps identify the process used:

Step 1 - Identify Hazards: The first step is to identify potential hazards or risks within the

scope of the project or activity. These hazards can be anything that has the potential to
cause harm, damage, or loss.

Step 2 - Assess Risks: Once hazards are identified, the next step is to assess the risks

associated with each hazard. This involves evaluating the likelihood of the hazard occurring

and the potential consequences if it does.

Step 3 - Determine the Process: Based on the assessment of risks, the appropriate risk

management process is determined. This involves selecting the most suitable méthods and

techniques for managing and mitigating the identified risks.

Step 4 - Consultation: It's important to involve relevant stakeholders, experts, and team
members in the decision-making process. Consultation ensures that diverse perspectives
are considered and helps in selecting the most efféctive,risk management approach.

Step 5 - Develop Risk Management Plan: After determining the process to be used, a
comprehensive risk management plan is developed. This plan outlines the strategies,
actions, responsibilities, and resources required to manage and mitigate the identified
risks effectively.

Step 6 - Implement Risk Management Plan: Once the risk management plan is
developed, it is implemented according to the established procedures and timelines. This
may involve implementing safety measures;conducting training, or making operational
changes to reduce risks.

Step 7 - Monitor and Review: Risk.management is an ongoing process, and it's
essential to continueusly monitor and review the effectiveness of the implemented risk
management plan. This allows for adjustments to be made as needed and ensures that
emerging risks are'addressed promptly.

© Easy Guides Australia Pty. Ltd. 16

Ahazard is anything that can cause harm,
damage or |0ss.

Involve stakeholders in the decision making process.
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Question 21. How do
you assess the
risk involved?

After you have identified a
hazard you need to assess
the level of risk associated
with the hazard.

You may need to talk to other
workers or health and safety

consultants to get enough
information to assess and
lower the risk.

Risk assessment is made
up of three elements

1.

2.

Probability -
How likely is it that the
hazard will cause harm?

Consequence -
How much harm could
it do?

Frequency -
How often could'people
be harmed by it?

© Easy Guides Australia Pty. Ltd.

ASSESS WORKPLACE RISKS AND IDENTIFY UNACCEPTABLE RISK LEVELS

CONSEQUENCES: How severely it hurts someone (if it happens)

Moderate

Minor

Likelihood (irst aid (med NG MaJOr ™ | . castrophic
How likely is it Insignificant | ¢ edtment treaﬁ:nent; ((?x!:en.sn/‘e (death; toxic
to happen? (no injuries) | only; spillage spiflage pries: release of
© contained loss of X
contained v | chemicals)
S but with production)

outside help)

Almost certain —
expected in most
circumstances

4 4
Acute

Likely —
will probably occur in
most circumstances

2
Moderate

High

Possible —
might occurat some time

3
High

Unlikely —
could occur at some time

2
Moderate

Rare —
may,occur, only in 2 3
exceptional circumstances Low Low Moderate High

4
Acute High

N d ] (o4 Highest management
Do something about C!eC|5|0n IS
the risks immediately. required urgently.

Low
OK for now. Record and
review if any equipment/
people/materials/
work process or
procedure changes.

Moderate

Follow management
instructions.

Requires immediate
attention.
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ASSESS WORKPLACE RISKS AND IDENTIFY UNACCEPTABLE RISK LEVELS

Question 22: How do you contribute to applying techniques, tog s to
identified hazards to determine and assess risk level or score?

Use Techniques and Tools:

Apply methods like risk matrices or registers to assess hazards.
Process Steps:

Identify hazards and their characteristics.
Assess likelihood and consequences of each hazard.

Determine Risk Level:

Score likelihood and consequence assessments.
Calculate risk level or categorize risks based on scores.

Documentation and Communication:

Document assessments and scores.
Communicate findings to stake

Review and Improve:
Monitor control eff

nd mitigate risks associated with Use a risk matrix to evaluate the risk level

and likelihood of injury.

© Easy Guides Australia Pty. Ltd. 37 May not be reproduced
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Question 23: How do you get help from experts in assessing risks?

Example Scenario:

Scenario: During a risk assessment for a chemical storage facility, there is
uncertainty about the proper handling procedures for a newly introduced
chemical.

Steps to Seek Advice and Clarify Findings:

Identify Expert: Consult with the chemical safety officer within the company who has
expertise in hazardous material handling.

Formulate Questions: Prepare questions regarding the proper storage,handling, and
emergency response procedures specific to the new chemical, You could ask questions Ask questions based on the safety data sheet (SDS).
based on the safety data sheet (SDS). When assessing risks associated with handling the
new chemical, referring to the SDS helps in understanding potential hazards, such-as
flammability, toxicity, reactivity, and environmental impacts.

Schedule a Meeting: Arrange a meeting,with the chemical safety officer to discuss the
findings and seek clarification on thé handling procedures.

Discuss and Document: During the' meeting, present the findings and discuss any areas
of ambiguity or uncertainty. Document the advice received and decisions made for future
reference.

By following these steps;you ensure that any ambiguous or unclear findings in risk
assessments are addressed through informed advice and expertise, promoting accurate
risk management practices in accordance with workplace policies and procedures. Document findings and action to be taken.

© Easy Guides Australia Pty. Ltd. 38 May not be reproduced



ASSESS WORKPLACE RISKS AND IDENTIFY UNACCEPTABLE RISK LEVELS
Question 24: How do you document the results of a risk asses

Documenting the results of risk assessment is crucial for maintaining transparency,
accountability, and compliance with workplace policies and procedures. Here's how you
can effectively document the results:

Format and Structure:
Use a standardised template or form provided by your organization, which

include sections for hazard identification, risk evaluation, risk controls, an
assessment.

a standardised risk assessment form.
Include Essential Information:

Hazard Identification: Clearly list and describe each identifi
location and potential consequences.

Risk Evaluation: Assess the likelihood and severity
methods such as a Risk Matrix if applicable.

Risk Controls: Detail the measures proposed or imp
risk.

ach identified

Evidence and Justification:

the risk assessment process.

Provide evidence and justification fo
i ustry standards, expert advice,

This may include refere
or historical incide

Storage and A

Store the risk assessment in a secure
and accessible location.

Store the docu in a secure and accessible location, such as a
centralized datab ment management system.

© Easy Guides Australia Pty. Ltd. 39 May not be reproduced
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PC4.1 IDENTIFY POTENTIAL ACTIONS AND DEVELOP RISK CONTROLS

Question 26: How do you identify and assess controls in place for workplace risks?

Evaluate Existing Controls

Types of Controls: Identify the types of controls currently in place, such
as administrative controls, engineering controls, and personal protective
equipment (PPE). B

&
' Y
Effectiveness: Assess how well these controls mitigate or manage'the -
identified risks. r|
Compliance: Ensure that existing controls comply withrelevant legal b

requirements, industry standards, and organisational‘policies.

Identify the types of control in place.
For example, PPE.

Assess Effectiveness

Identifying Potential Risks in Strategic Gap Analysi
Gap Analysis: Determine if there are gaps between the identified risks " EI. gATEE

and the effectiveness of current controls. 1 damyin Potmnsal Misks in Sirategic Gag Asabye

Feedback from Stakeholders: Seek feedback from employees and

other stakeholders on the adequacy and practicality of existing controls. _

Recommend Improvements 4 Failure to isentify Extemal Facters

© Easy Guides Australia Pty. Ltd. 44 May not be reproduced

Risk Treatment Plans: Develop recommendations for improving
existing controls where necessary.




PC 4.2 CHAPTER 1 - PLAN WORK/TASK

Question 27: What is the Hierarchy of Hazard Control?

When hazards are identified you must report them to the relevant people. You should report the control measures you will use

for the hazard. Always follow workplace procedures for controlling hazards.

The Hierarchy of Hazard Control is a list of controls that you can use to eliminate or lower the danger from a hazard in the

workplace. Make sure controls are set up before you start the job or as soon@s youfind a hazard.

These are the six (6) levels in the hierarchy from the first choice to the last choice.

1. Elimination:
If possible, remove (take away) the hazard.

2. Substitution:
Use a safer method if you can’t remove the hazard.

3. lIsolation:

Stop access to the hazardous (dangerous) area. it s s .

LT

4. Engineering control measures:
Change the tools, equipmentorenvironment to
make it safer.

Uss sdmbnkatrathos contrals
5. Administrative practices:

Pk el T I A

Reduce the time the worker is exposed to the hazards

by using training, job rotation, the timing of jobs, etc. Use persanal protective equipment

6. Personal Protective Equipment (PPE):

(e TTaTFE IR

Use PPE'as your last line of defence.

Memory aid: Every Saturday | Eat A Pie

© Easy Guides Australia Pty. Ltd. 45
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PC 4.2 IDENTIFY POTENTIAL ACTIONS AND DEVELOP RISK CONTROLS
Question 28: How can you remember the hierarchy of hazard«ontrol?

You can use the following acronym to help you remember the steps in the hierarchy of hazard control.

E Eveny Every Saturday ['Eat a Pie

Eliminate
s Saturday
Substitute y
| | TUE WED|THU| FRI | SAT |SUN

Isolate Py - “ 2 3 4 'ﬁ. 6
E Eat |

Engineering o !
A 61718 ‘2o|

Administration V}; w "151 27|
P rledl g
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PC 4.2 IDENTIFY POTENTIAL ACTIONS AND DEVELOP RISK CONTROLS

Question 29: How do you evaluate risk control options using the Hierarchy.of Hazard Control?
Understand the Hierarchy: It ranks controls from most effective to least
effective: Elimination, Substitution, Engineering controls, Administrative
controls, and Personal Protective Equipment (PPE).

Identify Controls: List potential controls for each hazard identified.

LT R T

Evaluate Options: Assess each control based on:

Effectiveness in reducing or eliminating the hazard.
Feasibility in terms of cost, resources, and technical capability.
Practicality for your specific workplace.

Prioritise Controls: Use the hierarchy to prioritize controls:

- Eliminate the hazard if possible.

- Substitute with less hazardous alternatives.

- Implement engineering controls to isolate .or remove,the hazard.
- Use administrative controls to change work practices.

- Consider PPE as a last resort.

If possible, apply elimination first. Balance this choice with:

Implement and Monitor: Select the mosteffective controls and regularly - effectiveness
monitor their effectiveness. Adjust controls as needed to ensure ongoing o
¢ - feasibility
hazard reduction.
- COSt.

By following this approach, you can systematically choose and implement
effective controls to manage risks in your workplace.

© Easy Guides Australia Pty. Ltd. 47 May not be reproduced



PC 4.3 IDENTIFY POTENTIAL ACTIONS AND DEVELOP RISK CONTROLS

Question 30: How do you choose the most appropriate risk control?

Selecting the most appropriate risk controls from feasible options
involves a careful evaluation process to ensure effectiveness, feasibility,
and alignment with organisational goals. Here's a step-by-step approach
to help you select the best risk controls for your situation:

1. Review Identified Risks and Control Options

Understand the Risks: Review the identified hazards and risks in your
workplace or project. Ensure you have a comprehensive understanding of
the nature, severity, and potential consequences of each risk.

Compile Feasible Options: Gather all feasible risk control‘eptions
identified through hazard assessments, stakeholder consultations, and
the hierarchy of controls analysis.

2. Evaluate Each Control Option

Effectiveness: Assess how well each control option reduces or eliminates
the identified risk. Consider factors such as:

Likelihood of Success: How probableiis it that the control will effectively
mitigate the risk?

CHEMICAL
STORAGE

Extent of Risk Reduction: To what degree does thecontrol reduce the
likelihood and severity of the risk?

Consistency: Will'the control consistently provide the desired level of
protection undér various conditions?

Evaluate each control option.

Technical Feasibility: Is the technology or method readily available and

applicable to your specific workplace? Continued next page...
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PC5.1 IMPLEMENT AND EVALUATE RISK CONTROL

Question 33: How do you implement an action plan to evaluate risk controls?

Action plans provide a structured framework for organising efforts,
allocating resources effectively, and ensuring accountability among
stakeholders involved in achieving the stated objectives.

Key components of an action plan typically include: PRIV HI KT ENEEE,

Objective or Goal: Clearly defined statement of what is to be achieved. D&.rm“":{ ‘_"I'L'" ‘\.--—-l':. \{%
STRATERY

Actions or Tasks: Specific activities or steps that need to becompleted

to achieve the objective. (\‘.ﬂ.Cﬂ DN PIJE.N‘},L

Responsibilities: Assignment of tasks to individuals‘or teams i

responsible for completing them. ‘LT‘M ﬁgﬁ_j Py

4 9
Timeline: Timeline or schedule indicating when each task oraction is to ST MO TATION

be completed.

You need a systematic approach for an
Resources: Resources required to accomplish'the tasks, such as action plan to be successful.
funding, personnel, equipment,.0rmaterials.

Monitoring and Evaluation: Methods for tracking progress, assessing
outcomes, and making adjustments.as necessary.

Risk Management:Identification and mitigation of potential risks or
obstacles that.could impact the successful implementation of the plan.

© Easy Guides Australia Pty. Ltd. 56 May not be reproduced
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IMPLEMENT AND EVALUATE RISK CONTROL

Question 34: How do you communicate new procedures and action plans?

Prepare Clear Documentation: Create concise documents outlining
new procedures and action plans.

Identify Stakeholders: Determine who needs to know about the
changes.

Schedule Communication Sessions: Arrange meetings or use various
channels (email, intranet, notice boards) to share information.

Encourage Feedback: Invite questions and suggestions to ensure
understanding.

Ensure Compliance: Emphasize adherence to policies and regulations
related to the changes.

Document Communication: Keep records of all communication efforts
and feedback received.

This streamlined approach ensures effective communhication of new or

revised work procedures and actioniplans in line with workplace policies
and procedures.

© Easy Guides Australia Pty. Ltd. 57

Share information with all stakeholders.
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Question 35: How do you evaluate an action plan?

Evaluating requirements through observing the impact of information

and implemented action plans involves systematic assessment to gauge

effectiveness, identify areas for improvement, and ensure alignment
with organisational goals. Here's a structured approach:

Define Evaluation Criteria: Establish clear criteria and metrics against
which the impact of the information and action plans will be assessed:

These criteria should be specific, measurable, achievable, relevant; and
time-bound (SMART).

Monitor Implementation: Continuously monitor the implementation
of action plans to ensure they are executed according to schedule and
procedures. This includes tracking milestones, resource utilization, and
adherence to established timelines.

Collect Data: Gather relevant data to assess the impact of the
implemented action plans. This may involve qualitative data (feedback
from stakeholders, observations) and quantitative data (performance
metrics, compliance rates).

Assess Impact: Analyse the collected data,to evaluate how effectively
the action plans have addressed the identified requirements. Assess
whether goals and objectives have been met, and consider any
unintended consequences or gaps thatimay need attention.

Compare Against Objectives: Compare the observed outcomes
against the initial objectives and\expected outcomes defined in the
action plans. Determine whether there is alignment and whether the
desired improvements or changes have been achieved.

© Easy Guides Australia Pty. Ltd. 58

IMPLEMENT AND EVALUATE RISK CONTROL
Specific
Measurable
Achievable

Relevant

Time-based

Evaluate using SMART.

Continued next page...
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Continued from last page

Seek Feedback: Solicit feedback from stakeholders involved in or affected by
the action plans. This includes employees, supervisors, customers, and any
other relevant parties. Consider their perspectives on the effectiveness of the
implemented changes.

Identify Areas for Improvement: Identify strengths and weaknesses in the
implemented action plans. Pinpoint areas where improvements can be made.to
enhance effectiveness, efficiency, or compliance with organisational policies and
objectives.

Document Findings: Document the evaluation process, findings, and
recommendations for improvement. This documentation serves as a reference
for future assessments and ensures accountability in‘addressing identified issues.

Implement Adjustments: Based on the evaluation findings, implement
adjustments or modifications to the action plans asnecessary. This may.involve
revising procedures, reallocating resources, or providing:additional'training to
improve outcomes.

Continuous Improvement: Fostéra,culture of continuous improvement by using
evaluation results to inform future planning.and decision-making processes.
Regularly review and update action plans to adapt to changing circumstances and
improve organisational effectiveness.

By following theSe steps, organisations can effectively evaluate the impact of
information and implemented action plans, ensuring they meet objectives,
comply with/policies; and contribute to overall organisational success.
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CONTINUOUS
IMPROVEMENT

Use evaluation results to inform future
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