LEARNER GUIDE

Training support material for:

RIIWHS201E

Work safely and follow WHS
policies and procedures

Produced by:




CONTENTS

ADOUL LIS GUIAE........oooooo o 5
Language - Literacy. = Numeracy (LLN)..........cmmririiie 6
LLN.core.skills. =.customising training.............ccccoooooovovviiviririrrernnn 7
Introduction 9
Palicies.and pracedures...........cvcmenncrircninennrcenreeccrisnnnnen 10,
Access and apply site safety procedures 13
What are work requirements?.........ccooooooovoooeoeonin 14.
Who.would write a. work.order?. ... 14.
Whatis.aJab.orJob.plan?. ... 15.
What.is.the. purpose.of.a. Job Plan7 ...... 15.
Campliance /. procedures.........oocvicnn. 16
National Work Health.and Safety. (WHS) Laws........... 18
States.and Territories.using the model WHS Acts... 18
States.nat.using the WHS.1aws.............ccccoooooovvoiccienn. 18
Where ta find WHS/OHS information. w19
DULY.OF CAI@. ..o 20
Worker's.(emplayee’s).duty.of .care ... 21
PeNAIIES ..o 21
PCBU's.(employer’s). duty.of care ..o 21

SIEEPIANS . 22

Signs.and.SYMDOIS ... 26
Reporting site.safety.breaches. ... 29
Workgroups, HSRS.and HSCS ... 31
Apply personal safety measures 38
Select.and wear personal.protective equipment.(PPE)..........39
Maintain. WOIrK.Area... ... 42
Special WOrk permits ... ... 43
Overhead powerlines.on poles.(National Standard)................. 45
Overhead pawerlines.on towers (National. Standard).............. 46
Manual handling...............cccooooiiiovooooeeie e 50
LIftiNg.@idS........ccooovvvvrirrrieeeeecsesiisicceenenrreee s 51
TRAMLIEING oo 52
ManUAaLLIFEING ...ooooooooooo 53
High risk actiVIties. ... 55
Site.praocedures for.high risk. activities............. 56
Safe Work Methad.Statement (SWMS).............ooooooi. 57
Job.Safety. and Environment Analysis (JSEA)...........ooooorrrrnnnn 58
Safety Data.Sheet (SDS).... ... 59
Licences, tickets.or.certificates.of competency................ 60
Apply operational safety measures 68



Contents (continued)

ALGIMIS oo 69
Isolation.and.immobilisation.of energy.saurces...............Z0.
Responding t0.emMergencies. . ... 76
What should.you.do.in.an.emergency?. ... 78
BaSICAIrST.aid ... 81
Basicfire fIghting............iice 82
FIr@ ClasSes. ...t 83
Fire extingUiShers....... ... 84
Fire. hase reels
Fire BIankets. ... 88
Breathing apparatus..... ... 88
Escape.rautes.and pracedures. ... 89
Maintain personal wellbeing 926
Personalwell-being..................iiiiii 97
Identify. dangers. ... 99
Address.dangerous SitUAtioNS. ... 101.
Report.dangerous Situations. ... 105
FItness. fOr dULY. ..o 106
Comply with WHS. pOlIiCies.........cccooooiiiiiiiins 108
Identify and report incidents 118
Recognise, Reporting incidents.and.injuries...................... 119
Prepare records of incidents.and.injuries.according ta...............
workplace procedures 120

Incident inVestigations............oo...oooooooiiieveeccceeeee ! 124



PC1.1 ACCESS AND APPLY SITE SAFETY PROCEDURES

What are work requirements?

A work requirement is a statement that outlines the work that needs to be done.

Example of a work requirement statement;

« Digatrench at Site 123243A Unit 4/ 18 Floriston Road Boronia.

 Lay asphalt down from eastern freeway Warragal, City of Warragual / police road to Hight Street
Boronia turn off.

+ Load and unload a plant 10 tonne excavator from Warragal, City of Warragual depo to Site
123243A Unit 4/ 18 Floriston Road Boronia 5day hire..

Who would write a work order?

Generally your supervisor or someone in authority would
write a work order.

The work order or work that needs to be done can be
broken down into smaller parts like a job or job plan.

Example of work order description;

« Digatrench at Unit 4/ 18 Floriston Road Boronia on the
property to make an inground pool.

* Lay asphalt down from mile marker 17 to 23 or before
Boronia turn off, lanes 1 and 2 to be closed off for the
laying of turf and lane 3 open for traffic.

© Easy Guides Australia Pty. Ltd. 14 May not be reproduced



PC 1.1 ACCESS AND APPLY SITE SAFETY PROCEDURES
What is a Job or Job plan?

Ajob or job plan is a break down of a work order, that identity’s the tasks that are needed to be performed and the resources
and time allocation for completion of a work order. Each task, that is created, creates a set of work instructions for a worker to
perform.

Example of a task or work instructions; Task No Progress
+ Task 1. Close lane 1 off, 1/02/2022 2/02/2022

+ Task 2. Close land 2 off, Task 1 100%

* Task 3. Get Scraper to tear up bitumen, Task 2 2596

+ Task 4. Get roller to compact ground,

. Task 3 50% |
* Task 5. Get turf machine to lay turf. ‘

What is the purpose of a Job Plan?

A job plan confirms that you, as the worker, understands the work requirements given to you by your supervisor.

Work Requirements Job Plan Work Summary  For Work: (Work Order - WO-019)
Date Tasks Personnel Equipment / Material |  Qty [Documents and Duration | Start Date | End Date Price
Permits
2/1/2022 | Task 0. Have meeting with supervi- | Supervisor, Harry somin/| 2/1/2022] 2/1/2022| $35,$35
sor to discuss work order. Styles 05hrs
6/1/2022 | Task 1-Measure and mark fence Harry Styles Spray Can - Pink, 1hr| 6/1/2022| 6/1/2022
post positions as per plans Green, Blue
Super Man
Pegs 1000, Line
Tape Measure / Digital
Pegs 1000 $1
S s Tape 1 $10
Line 1 $5
2/1/2022 | Task 2- Check area for under- Local Council / Underground line 3days| 2/1/2022| 5/1/2022 $35
ground s document report
Supervisor
6/1/2022 | Task 3 - Dig post holes using post | Harry Styles Post Hole Digger 4hrs| 6/1/2022| 6/1/2022 $35
hole digger
. - 6/1/2022 | Task 4 — Remove excess dirt from Harry Styles Spade 2 4ahrs| 6/1/2022| 6/1/2022 $35
” e holes using spade y
= = Superman Pick 2
. - 6/1/2022 | Task 5 - Place one fence post Harry Styles Poles 1000 anrs| 6/1/2022| 6/1/2022 $1
o in each hole
» $35
» 6/1/2022 | Task 6 ~ Rape fence mesh around | Harry Styles Wire fence mesh 1000 ahrs| 6/1/2022| 6/1/2022 $1
* pole stumps Wire Cutters and
& Superman fre Cutt $35,%35
o 6/1/2022 | Task 7 - Level and brace each post, | Harry Styles Dirt / Cement Mix 4hrs| 6/1/2022| 6/1/2022
fill holes with dirt/cement mix and
compact area around post Superman $35, 935
6/1/2022 | Wait for delivery of gravel Gravel 8hrs| 6/1/2022] 6/1/2022 $35
6/1/2022 | Task 8. Level out section of Harry Styles Shovel Spade 2hrs| 6/1/2022| 6/1/2022 $10,
property for gravel to be dumped $35,$35
for drive way Superman
6/1/2022 | Task 9. Secure Site after all Harry Styles Pad Lock and key 0.5hrs| 6/1/2022| 6/1/2022 $35
work done
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PC1.3 ACCESS AND APPLY SITE SAFETY PROCEDURES

Site plans (continued)

Below is an example of how a site plan may look.
Itis also a good idea to take a tour of the site, this could be part of the site induction procedure.
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PC 1.3 ACCESS AND APPLY SITE SAFETY PROCEDURES

Signs and symbols (continued)

Dangerous goods

Dangerous goods are organised into differant classes depending
on what they are.

Some classes have a number of sub classes. /\
For more information refer to the POISON
Australian Code for the Transport of Dangerous Goods

i,

by Road or Rail (ADG Code) : .
oy Afhh

9

CORROSIVE
8

Globally Harmonized System (GHS)

The Globally Harmonized System of classification and labelling
of chemicals (GHS) have become mandatory under the model
work health and safety laws from 1 January 2017.

For more information refer to your
State/Territory Work Health and Safety regulator
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PC12 1.1

QUESTION 5

As a worker on a
construction site, you are
responsible for following
workplace policies and
procedures to maintain
workplace health and
safety standards.

How do we confirm that
people have followed
work place policy and
procedures in the work
place?

QUESTION 6

What document do you
create to confirm work
requirements that your
supervisor has given to you
in the work place?

Circle the Correct Answer.

© Easy Guides Australia Pty. Ltd.

ACCESS AND APPLY SITE SAFETY PROCEDURES

A training deceleration statement that follows a policy and procedures document and, in
some cases, in a risk assessment control form OR obtain a signature that work has been
carried out.

Workplace
policy and procedures

Control option |~ Associated | Resources
activities required | responsible
Review
Are control measures in place?  Yes No Why not?
Are controls preventing or Yes No Why not?

minimising the risk?

Are there any new problems Yes
— | with the risk?

No Whatare they?

Choices to choose from:

a.Work order Job Plan Work Summary

Tasks Personnel Equipment / Material Qty | Documents and Duration | Start Date | End Date Price
b.Requirements document Permits
. Task 0. Have meeting with supervi- | Supervisor, Harry 30min/| 2/1/2022| 2/1/2022| $35335
sor to discuss work order. Styles 0.5 hrs
. Task 1 - Measure and mark fence | Harry Styles Spray Can - Pink, 1hr| 6/1/2022| 6/1/2022
C. Job p|an ora JOb p|an post positions as per plans Green, Blue

Super Man
Pegs 1000, Line

work summary document

Tape Measure / Digital

Pegs 1000 $1
Tape 1 $10
Line 1 $5
TaskNo | Progress Task 2- Check area for under- Local Council / Underground line 3days| 2/1/2022| 5/1/2022 $35
| 1/02/2022 270272022 ground's supenisor document report
Task 3 - Dig post holes using post | Harry Styles Post Hole Digger ahrs| 6/1/2022| 6/1/2022 §35
Task 1 100% hole digger
Task 4 — Remove excess dirt from Harry Styles Spade 2 4hrs | 6/1/2022| 6/1/2022 $35
Task 2 25% | holes using spade
superman Pick 2
Task 3 1 50% Task 5 — Place one fence post Harry Styles Poles 1000 4hrs| 6/1/2022| 6/1/2022 $1
| in each hole a5

Correct Answer: c. Job plan or a job plan work summary document
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PC 1.3 ACCESS AND APPLY SITE SAFETY PROCEDURES

QUESTION 7 Answer may include but is not limited to:

: - + Location of first aid faciliti i
AdieEEn B (R ocation of first aid facilities/equipment

of the worksite showing + Location of fire fighting and emergency
where all the important response equipment
areas are. . .

+ Emergency exits and evacuation
Identify some of the things assembly points
O L TIe) el 62E) G *+ Location of site office
the plan.

* Restricted areas

+ Location of amenities, for example

toilets, washing facilities etc.

QUESTION 8 Mandatory signs inform you of something Prohibition signs inform you of something

you MUST do. you MUST NOT do.

What is the difference
between a mandatory sign
and a prohibition sign?
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PC 2.4 APPLY PERSONAL SAFETY MEASURES

QUESTION 17 Answer may include but is not limited to:
Identify some lifting aids * Conveyors a”q rollers

that can be used to help * Cranes and hoists

eliminate the risk of + Trolleys

muskuloskeletal injuries. .

Forklifts and machinery

When manually lifting a load you should When moving the load you should move
QUESTION 18 always keep a straight back. your feet.
When manually lifting a Do not twist at the waist.

load should your back be:
+ Straight or bent? %
When manually moving a

load should you:

« Twist at the waist
or move your feet?
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