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Get, interpret and confirm work needs
PC 1.1 PLAN AND PREPARETO USE HAND AND POWER TOOLS

Getting,interpreting,and confirming workneeds when using hand andpower tools is an essential stepto make sure safetyand 
achieve thedesired outcome.Here’sageneral ways youcan get andconfirm your workneeds:

1. Supervisors/Managers: In many work settings, supervisors or managers assignjobtasks and provide work requirements to
employees directly. They may communicate instructions verbally or provide written documents outlining the tasks to be performed
and any safetyguidelines to follow.
2. Work Orders/Job Sheets: Workorders or job sheets areused to detail the specific tasks and requirements fora particular job.
Thesedocuments can include instructions, diagrams, specifications, materials needed, and any safety precautions. Employees refer to
thesedocumentstounderstandtheirtasksandcomplete theworkaccordingly.
3. Work Planning Meetings: In collaborativework environments, teams may holdplanningmeetings to discussupcoming 
projectsor tasks.During thesemeetings,supervisors or projectmanagers explain thework requirements,assigntasksto team 
members,and provide any necessary instructions.Thisapproach allowsforclarificationand discussionamong teammembers.
4. Digital Systems/Task Management Software:Someworkplaces utilisedigital systems or taskmanagement softwareto 
assignand trackjobtasks.Employees may receivenotifications or access an online platformwhere they can view theirassignedtasks, 
read instructions,andupdate the status of their work.

It’simportant to note that workplacepractices can vary significantly dependingon the industry and organization.Following 
established safetyprotocols and seekingguidancefromsupervisors or trainers is crucial when workingwith hand andpower tools to 
ensure proper understandingof job tasksand requirements.
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SELECT AND USE HAND TOOLS

SELECT AND USE HAND TOOLS

Element 2
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PC 2.1 SELECT AND USE HAND TOOLS

Choose the right tools for the job

Following are examples of jobs where hand tools are used:

Equipment Maintenance and Repair: Handtools arefrequentlyusedfor 
maintenance and repair tasks in resourcesand infrastructureindustries.

This can include activities likeservicing machinery,inspecting equipment, 
tighteningor looseningfasteners,replacing components, or adjusting settings 
using tools suchas wrenches,screwdrivers,pliers, or socketsets.

Construction and Assembly: Handtools areessential forconstruction and 
assembly tasks in infrastructuredevelopment.This can involve activities like 
carpentry,wheretoolssuchashammers,saws,chisels,or levelsareusedto cutand 
shape materials, drive nails,or assemble woodenstructures.Other handtools like 
wrenches,drills, or pipe cuttersmay be used in plumbingor electricalinstallations.

Field Surveying and Measurement: Handtoolsplay arolein surveying 
and measurement taskswithin resourcesand infrastructureindustries.Toolslike 
tapemeasures,levels, compasses, or surveyingequipment areusedto measure 
distances,angles,andelevations for taskssuchas land surveying, sitelayout,or 
infrastructurepositioning.
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PC 2.1 SELECT AND USE HAND TOOLS

Choose the right tools for the job (continued...)

Equipment maintenance and repair

Pliers:

Combination Pliers:

Thesepliershavejawsthatcanbe used for gripping, bending,cutting, 
and holding objects.They oftenhaveawire cutter near thepivot
point.

Needle-NosePliers: Thesepliershavelong, thin jaws withapointed 
tip,allowing for reaching into tight spacesor grippingsmallobjects.

Slip-Joint Pliers:
Slip-joint pliers have an adjustable pivot point that allows for two or
more jaw opening positions, providing versatility for different
grippingsizes.

Locking Pliers (Vise-Grips):
Locking pliershaveamechanismthat allowsthem tolock onto an
object and maintainasecuregrip.Theyare useful for holding or
clamping objects inplace.
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SELECT AND USE POWER TOOLS

Element 3
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PC 3.1 SELECT AND USE POWER TOOLS

Choose the right power tools for the job

Tasks that commonly require the use of power tools within the 
resources and infrastructure industries include:

Drilling and Fastening:Powerdrills arecommonly used in resources and
infrastructureindustries for tasks suchas drilling holes andfastening materials
together.Thiscan involve drilling holes for installation,attaching components,
or securing fixturesusing screws, bolts,or other fasteners.

Cutting and Grinding:

Power tools likeangle grinders orcircularsawsareoftenusedforcutting and 
grinding tasks in theseindustries.They can be usedto cut throughvarious 
materials suchasmetal,wood, orconcrete, as wellas for shaping or smoothing 
surfaces.

Material Removal and Surface Preparation:

Powertools suchas sanders,grinders,or planers areemployed for tasks 
involvingmaterialremoval and surfacepreparation.Theycan be used to remove 
oldpaint or coatings,smoothroughsurfaces,or preparematerialsforfurther 
processing or finishing.

Continued on next page...

9© Easy Guides Australia Pty Ltd May not be reproduced

CONDUCTHOUSEKEEPINGACTIVITIES

CoNDUCT HOUSEKEEPING ACTIVITIES
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PC 4.1 CONDUCTHOUSEKEEPINGACTIVITIES

Clear work area and dispose of materials

After completing work with hand and power tools it is important to perform various housekeeping duties to
maintain a safe and organized work environment. Here are some housekeeping tasks to consider:

Removeany unusedmaterials, debris,or wastegeneratedduring thework process.

Disposeof wastematerialsin designated containers or followproper waste 
management protocols.

Sweep orvacuumtheworkarea toremovedust,dirt, orotherparticles.

Securely storehazardous materials, chemicals,or flammablesubstances following 
safetyprotocols andguidelines.

Check and replenish stock levelsof consumable items as needed.

Clear Pathways and Exits:

Ensure thatpathways,walkways,andexitsareclearof tools,equipment,or 
obstructions.

Removeany trip hazards,suchas loosecords or materials, fromthe floor. 

Maintain clearaccesstoemergency exitsand fire extinguishers.

Continued on next page...
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