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Workplace 
health and 
safety laws

•	 underlying principles of OH&S

•	� general aims and objectives of the relevant state or territory legislation relating 
to OH&S

•	 employer and employee responsibilities, rights and obligations

•	 major functions of safety committees and representatives

•	 powers given to Occupational Health and Safety Inspectors

•	 housekeeping and potential hazards in relation to improper housekeeping

•	� selecting appropriate personal protective equipment (PPE) given hazardous 
situations

The basic legal requirements covering 
occupational health and safety in the 
workplace encompassing:

SAMPLE
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‘Workplace health and safety laws’
WHS/OHS requirements are outlined in Acts, Regulations, Codes of Practice 
and Australian Standards.

WHS/OHS Acts

‘WHS/OHS Acts’ are laws that explain how to improve health and safety 
in the workplace. For example: Model National WHS Act, June 2011.

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: Managing electrical risks in the workplace 
Code of Practice - October 2018.

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/NZS 3760:2010 In Service Safety Inspection and Testing of 
Electrical Equipment

Examples of WHS/OHS legislative requirements:
•	 Duty of care 
•	 Construction industry WHS/OHS standards and guidelines
•	 Licences, tickets or certificates of competency
•	 Health and safety officers/representatives, committees and supervisors
•	 National Code of Practice for Induction Training for Construction Work
•	 WHS/OHS and welfare Acts and Regulations
•	 Safety codes of practice.

It is important that you know about these legislative requirements and how they affect 
the work that you do. These laws, regulations and guidelines are in place to make 
your worksite a safe place to work. They are there to protect you and the workers 
around you, and will help you understand your legal responsibility for WHS/OHS.

  �Legal requirements covering occupational 
Health and Safety in the workplace
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Work hazards, 
emergencies 
and controls

•	 typical hazards associated with a range of work environments

•	 procedures used to control the risks associated with these hazards

•	 principles of risk assessment / management and state the purpose of each.

•	 hierarchy of OH&S hazard control measures.

•	 required documentation for risk assessment.

•	 commonly used workplace safety signs.

•	� workplace emergencies that pose a threat to health and safety and suitable 
procedure for an emergency workplace evacuation.

•	 appropriate fire extinguisher for a given type of fire.

•	� requirements for the location, mounting and maintenance of portable fire 
extinguishers.

•	 basic process of fighting a fire.

•	� Importance of safe premises, buildings and security in an industrial setting and 
the consequences of non- compliance.

•	 standard work procedure.

The work environment encompassing:

SAMPLE
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1.3 Basic Principles of 
        Risk Management

A hazard is any thing or any situation 
which could injure or harm you. 

In other words, it is anything that can 
hurt you.

A risk is the chance of a hazard 
causing injury or harm.

In other words, how likely it is 
that somebody or something 
may be harmed by the hazard.

Hazard versus risk: What is the difference? 
The constantly changing nature of construction work sets it apart from other types 
of work. Different hazards and risks emerge constantly–sometimes instantly.

Co-ordinating risk management is made more difficult by the stop and start nature 
of a construction project, high turnover of workers and temporary workplaces. 
These features contribute to the high levels of risk in the industry.

Risk

Hazard

SAMPLE
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Above head height
You should check above eye level for:
•	 Powerlines
•	 Buildings
•	 Trees
•	 Other obstructions.

Ground level (and below)
You should check the ground to see if:
•	 The surface is stable and level
•	 Spills or wet surfaces
•	 Debris/rubbish
•	 �The surface is strong to support the 

weight of any equipment or materials
•	 Trenches or recently backfilled 		

	trenches
•	 Instable ground.

Ground to eye height
You should check around eye height for:
•	 Other equipment
•	 Machinery
•	 People
•	 Pedestrians
•	 Things in the path of travel
•	 Other obstructions.

Identifying workplace hazards
A hazard is anything that can harm you or others while you are working. The first 
thing you need to do is to identify these hazards before you start 	work. 

Take a good look at your workplace and decide if anything could possibly cause 
injury to you or anyone else in the area.

Zones/areas to check for hazards:
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ZAP!
All electrical equipment must be checked, tested and tagged 
by a qualified person who has completed an approved course.

For example, in Victoria you can get the qualification from the 
Chief Electrical Inspector.

Electrical hazards
Make sure you report any electric 
shocks or short circuits.

SAMPLE
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Electrical equipment should be earthed. 
Portable equipment must have a 
portable earth leakage circuit breaker.

All electrical equipment should be 
routinely inspected.

Make sure any electrical leads are 
suspended well off the ground to avoid 
any tripping hazards or damage to leads.

You can do this by using electrical lead 
hooks or stands.

Any faulty equipment should be tagged 
and isolated (removed/stored) to stop 
anybody from using it.

Electrical hazards – continued

SAMPLE
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Distribution lines on poles
The information below is taken from the National Standard. 

AS2550.1 — Powerline distances
Powerline distances “Look up and live!”
Always check overhead for powerlines and make sure you and any equipment or 
materials you are using do not come into contact with them. The safe operating 
distances for working near powerlines are outlined on the following pages.

WA powerline distances

Nominal Voltage (volts) Danger zone (metres)

Up to 1,000 V Within 0.5 m of live insulated conductors 

Within 1.0 m of live uninsulated conductors

Over 1,000 V and up to 33,000 V 3.0 m

Over 33,000 V 6.0 m

Note: All states and territories except for Western Australia 
use the National Standard. (Jan 2012)

SAMPLE
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AS2550.1 — Powerline distances
A spotter is required if you are working:

1) �Between 3 to 6.4 metres from distribution lines on poles or

2) �Between 8 to 10 metres from transmission lines on towers. 

The term ‘spotter’ is defined as a safety observer who is a person competent 
for the sole task of observing and warning against unsafe approach to 
overhead powerlines and other electrical apparatus. (Check qualifications 
needed in your state or territory).

Transmission powerlines on towers
The information below is taken from the National Standard. 

SAMPLE
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Measures for controlling hazards

If you cannot get rid of a hazard, the hierarchy of hazard control is used to 
minimise the risk of exposure to the hazard.

There are three control measures in the hierarchy of hazard control. Try to use 
Control measure 1 as your first choice. If this does not control the risk then you 
may need to go to Control measure 3 or use a combination of all three.

Hierarchy of hazard control

3.1 Measures for 
        Controlling Hazards

If you find a hazard, the best thing to do is to remove 
(eliminate) the hazard. This is not always possible.

a)  Substitution
    b)  Isolation 
        c)  Engineering measures

Control measure

Control measure

Control measure Personal protective 
   equipment (PPE)

Administrative measures

1

2
3SAMPLE
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“The most common form of risk minimisation”
Personal protective equipment (PPE) provides you with basic protection from 
hazards. It is not a guarantee that it will prevent injury, but should help to 
avoid damage.

It is up to your employer to provide the necessary PPE for you to operate 
safely and also to make sure that you are trained to fit and use it properly. 
Keep an eye out for safety signs around your worksite to show you when 
you need to wear different types of PPE.

 1.6 Personal Protective Equipment 

It is a condition of entry on some 
construction sites that you wear 
specific PPE.SAMPLE
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Head
A hard hat should be worn where 
there is the chance of falling objects 
hitting you on the head. 

You should wear a hard hat even 
when there are no signs telling you to.

Wide-brimmed or legionnaires’ hats 
should be worn to protect you against 
UV radiation and sunburn.

Ears
Earmuffs or earplugs should be 
worn whenever there is a chance 
of noise causing loss of hearing.

Body
Clothing should fit well and not be too 
tight or baggy. It should have hi-visibility 
reflective panels and bright colours 
(usually orange or lime). 

If you are working at night you may have 
to wear specific night clothing because of 
poor lighting conditions. 

Depending on the type of work you are 
doing you may need to wear an apron or 
arm-guards. 

If you are working in the sun it is important 
that you put on sunscreen (30+) and wear 
long- sleeve shirts and pants to protect 
yourself from sunburn.

Personal protective equipment – continued

SAMPLE
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Example of a Risk Assessment and Control Form

Workplace area or grouping:	 Reference no:	

Form completed by:	 Date form completed:

Signature:

Hazard Identification
Hazard:

Associated risk:

Specific circumstances relating to the risk:

Persons at risk:

Risk Assessment
Existing control measures (if any): Staff follow policy and operating instructions to use the mixer safely.

Likelihood:	 Almost certain	 Likely	 Possible	 Unlikely	 Rare

Consequences:	 Catastrophic	 Major	 Moderate	 Minor	 Insignificant

Risk Control

Possible control options:

Elimination:

Substitution, Isolation or Engineering:

Administrative or personal protective equipment:

Preferred control options (and why):

Implementation Plan

Control option Associated 
activities

Resources 
required

Person(s) 
responsible

Proposed 
implementation 

date

Sign off and date Scheduled 
review date

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	 No   What are they? 

with the risk? 

Risk assessment — putting it all together 
Shown here is an example of a risk assessment and control form that you may 
use in your workplace to help with Risk Management. For more information about 
risk management refer to the ‘Risk Management Code of Practice’.

SAMPLE
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Ways to find out about and/or raise health and 
safety issues
Health and safety communication
The best place to get health and safety information is from your health and safety 
representative or committee. Talk to your health and safety representative if you 
have any concerns or if you see a problem that needs to be fixed.

Other ways to find out WHS/OHS information, or to contribute your own are:

Raising health and 
safety issues
If you have a health and safety 
issue you would like to raise, talk 
to your supervisor or health and 
safety representative or committee 
member or first aid officer.

Meetings
For example, health and safety committee 
meetings and toolbox talks.

Written notices
Reading or writing health and 
safety notices, newsletters, meeting 
minutes and bulletins.

OHS Communication Processes

Resolution of health and safety issues
You may have a health and safety issue 
that is not resolved after discussing it by 
the parties/people involved. For example, 
a health and safety rep may have issued 
a provisional improvement notice (PIN) for 
work to stop because it is a risk to health 
or safety. (Note: a PIN cannot be used if 
an inspector has already dealt with the 
matter. A PIN must be given in writing to 
the person/s affected by it).

An inspector may be asked by either party 
to assist in resolving the issue.
After reviewing the PIN the inspector may:
•	 Confirm the PIN
•	 Cancel the PIN.

SAMPLE
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WHS information documents
(Read these)

WHS reports and forms
(Fill these out as part of your job)

Acts and regulations Accident and incident reports/forms

Australian standards Job safety analysis (JSA)

Codes of practice Safe work method statement (SWMS)

Construction documentation and plans Risk assessment reports

Emergency contact information Site safety inspection reports

Evacuation plans Dangerous occurrence/ 
near miss reports

Material safety data sheets (MSDS) Guidance notes

Safety meeting minutes Labels

Health and safety documentation 
and information
The main purpose of workplace health and safety (WHS) documentation is to 
provide you with information about how to operate safely and how to properly 
record and report hazards and incidents.

Listed here are some examples that you may use while working:

2.1	� Safe work methods for 
controlling risk obtained, 
read and understood prior to 
undertaking a work activity 

SAMPLE
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Health and safety reports and forms
Site safety inspection reports
Before starting work it is important to check that the worksite is safe. Once you 
have completed a check, record any hazards that you have found and report 
them to your supervisor or health and safety representative to decide the best 
course of action.

Risk assessment reports
Once you have completed a risk assessment of any hazards you have found, it 
is important to record your observations and the actions you plan to take. This 
information will assist in the completion of the JSA and the SWMS.

Job safety analysis (JSA)
A job safety analysis worksheet is used to record your work plan. This includes 
the details of the job, any hazards associated with the job or work site and the 
hazard control measures that you are going to put into place. A JSA also outlines 
who is responsible at each stage of the job for putting control measures in place.

Shown below is an example of what a JSA might look like.

Date:                                                   JSA No.

Permit to work requirement:         Yes              No

Approved by:

Job safety analysis worksheet
Company name:

Site name:

Contractor:
Activity:

Activity
List the tasks needed to do the job 
in the order they are done.

Hazards
Next to each task list the hazards that 
could cause injury when the task is done.

Risk control measures
List the control measures needed to remove 
or minimise the risk of injury from the hazard 
you have identified.

Who is responsible?
Write the name of the person responsible 
(supervisor or above) for putting the control 
measures in place.

SAMPLE
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Accident and incident reports
If there is an accident where somebody has been injured you may need to 
complete one of these forms.

Your workplace should 
have proformas (template 
forms for routine use) 
for reporting these 
kinds of events. There 
is often a time frame that 
these types of forms will 
need to be completed 
by after an incident or 
accident. Check with 
your supervisor or health 
and safety representative 
if you need to fill out one 
of these reports and/or 
contact the relevant health 
and safety authority.

If anybody has been 
injured in the incident you 
will also need to fill in an 
injury report which may 
be referred to later. 

Shown here is an 
example of what an 
accident or incident form 
might look like.

INCIDENT REPORT FORM
Section A: Details Of Incident

Surname: 	 Given names: 

Dept/Section: 	 ID number: 	 M / F

Basis of employment:	  Full time	  Casual	  Self employed	  Member of public

	  Part time	  Volunteer	  Other

Describe the incident: (attach extra page if necessary) 

When:         /     /        Time:                 am/pm.            Reported:         /     /           Time:                 am/pm.

What happened? 

Where did it happen? 

Who was involved? 

  Near miss (a dangerous incident without injury to person or damage to property). Go to section C

  Accident (an incident resulting in injury to a person or damage to property).  
      Complete section B and C.

Section B: Accident/Injury Report
Describe and mark on diagram bodily location of injury or work caused 
illness. Or list any damage to property.

Medical treatment:	   Nil            First aid           Doctor only

	   Admitted to hospital  

Section C: Investigation and Preventative Action Taken
Investigation — Give reason for the accident or near miss.

Risk control measures—List the control measures needed to remove or minimise the future risk of 	
damage or injury from the hazard you have identified.

Who is responsible for putting the control measures in place?

Surname: 	 Given names: 

Dept/Section: 	 ID number: 

Completion date: 	

3.3 �OHS records of incidents are 
completed in accordance with 
regulatory requirements and 
established procedures

SAMPLE
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Designated WHS/OHS Personnel

Workplace health and safety committees
To be a member you must be employed by the workplace. 

A committee tells the PCBU (employer) about workplace health and safety. 
The PCBU can choose to set up a health and safety committee or must do so 
if the health and safety rep asks them to.

There are a number of different people that you can talk to about various health 
and safety issues – not just your health and safety representative. 

You could talk to:
•	 �your supervisor or manager
•	 emergency services staff
•	 first aid officers.

Responsibility of the First Aid officer
The first aider is to provide immediate, 
potentially lifesaving, medical care, before 
the arrival of further medical help. This 
could include performing procedures such as: 
Placing an unconscious casualty into the 
recovery position to maintain their airway.

A first aider should: Manage the incident and ensure the continuing safety of 
themselves, bystanders and the casualty. Assess casualties and find out the nature & 
cause of their injuries. Arrange for further medical help or other emergency services 
to attend (e.g: the fire service)

Workplace health and safety representatives
Fellow workers elect health and safety representatives to:
•	 look into workplace health and 

safety issues
•	 get input from other workers on 

health and safety
•	 be a member of the health and 

safety committee.

SAMPLE
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Instructions that you MUST follow
There are lots of different Safety Signs and Symbols at any worksite. These signs 
are important because they can let you know if there is a hazard or if there are 
any special requirements on the work site. You must follow any instructions on 
the signs – they have been posted to keep you safe.

Australian Standards for safety signs have standard colours, designs, shapes and 
sizes. These safety signs fit into 4 different groups as shown in this table .

Type of sign Description Example

1.

Regulatory 
signs

Prohibition signs – White with a 
red circle with a line through it. 
These signs tell you what you  
MUST NOT do.

No smoking

Mandatory signs – White with a 
blue circle containing an image. 
These signs tell you what you  
MUST do. Safety helmet 

must be worn

Limitation or restriction signs – 
White with a red circle around a 
black image or number.  
These signs let you know of any 
restrictions in place.

Speed limit is 
50 kilometres 

per hour

2.

Emergency 
information 
signs

Green in colour.  
These signs identify directions to 
find exits, first aid facilities and 
equipment.

First Aid facility

3.

Fire signs

Red in colour.  
These signs identify where to find 
fire-fighting equipment, alarms 
and exits.

Fire extinguisher

Safety Signs and Symbols

SAMPLE
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1.4	� Preparations for electrical and 
non-electrcial isolation are carried 
out to prevent creation of hazards 
from loss of machine/system/
process control according to 
established procedures. 

Turn off the power at the mains 
or with an isolation switch

Remove valves and cap off pipes 
that could bring a hazard into the 
space

Ways to isolate and lockout
There are many ways to isolate a hazard. Some examples are:

Lock and tag valves so you cannot 
turn them on. 

Only remove the locks when the 
workers have left the space.

ALWAYS check your site procedures, and with your supervisor 
for the correct isolation methods for your work site.

NEVER: Remove a lockout tag with permission.

SAMPLE
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Report everything, even near misses

Mobile Phones

Dialling 112 from a 
mobile phone will 
access emergency 
services regardless 
of your signal, credit 
balance or lack  
of sim card!

You MUST report any incident to your supervisor or 
workplace health and safety representative, even if 
nobody was hurt.

This will help to raise a safety issue and improve safety 
levels at your worksite.  In some cases you will need to 
report to people or authorities outside of your company 
like Work Safe, Work Cover or Workplace Services. 
Your health and safety representative will help you to 
do this.

Your worksite will have a standard form (proforma) for 
reporting incidents and injuries. Your employer MUST 
pass any hazard, incident and injury reports onto the 
relevant authority.

Serious injuries and incidents need to be reported 
IMMEDIATELY to your supervisor or health and safety 
representative and you will need to complete a report 
within a short period of time. Your supervisor or health 
and safety representative will let you know how long 
you have to do this.

Relevant authorities
Some accidents or incidents will require assistance 
from emergency services including:

Police – Dial 000

Fire brigade – Dial 000

Ambulance – Dial 000

State Emergency Services (SES)

Environmental Protection Authority (EPA)

3.2 �Hazards in the work area are 
recognised and reported to 
appropriate personnel according 
to established procedures
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“Different fires need different equipment”
Common causes of fire on a construction site include:
•	 Chemicals
•	 Electrical
•	 Explosion
•	 Friction
•	 Flammable materials
•	 Mechanical/welding.

Fire extinguishers
Shown on the next page are common types of fire 
extinguishers that may be on a work site and the types 
of fires they should be used for.

Fire extinguishers are generally designed for one or 
more classes. Commonly available are A (water), BC 
(carbon dioxide), and ABC (dry powder).

Note:  
Fire extinguishers should be regularly inspected, tested 
and maintained.

You must use different types of fire extinguishers 
and other firefighting equipment depending on 

what has caused or fuelled the fire.

2.2 Fire Safety Equipment

SAMPLE
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Extinguisher type Current

Water
Water extinguishers are efficient and cost-effective 
against Class A fires involving paper, textiles, wood, 
plastics and rubber.

Solid red

Foam
These extinguishers contain a concentrate mixed with 
water, which produces foam when discharged. Foam 
extinguishers are effective against Class A & B fires 
involving paper, textiles, wood, plastics, rubber, petrol, 
oil and paints. The foam provides a blanket covering 
when utilised on flammable liquid or carbonaceous 
fires assisting with the exclusion of oxygen and thus 
reducing the ability of fuel to continue burning.

Red with a blue band

Powder
Dry Chemical Powder fire extinguishers are the most 
widely used fire extinguishers, suitable for use on 
many types of fires.

*This extinguisher can be used on electrical fires.

Red with a white band

SAMPLE
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First aid 
and CPR

•	 First Aid.

•	 responsibilities of the First Aider.

•	 priorities of first aid management for any accident or injury.

•	 procedures required at an accident scene.

•	 legal and ethical issues, which may impact on the management of care.

•	 'Duty of Care'.

•	 examination of a casualty for injuries.

•	� effect of cardio pulmonary arrest on the body.

•	� Managing simulated conditions of: airway obstruction; respiratory arrest and 
cardio pulmonary arrest,

•	 single and two-person cardio pulmonary resuscitation (CPR).

•	 signs and symptoms of an altered level of consciousness

•	 management of simulation of a casualty with an altered level of consciousness.

•	 signs and symptoms of shock.

•	 management of simulation of a casualty in shock

2.5 Life support - CPR in the 
workplace encompassing

SAMPLE
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“A quick response can be the difference 
between life and death”
If somebody is injured and needs first aid you should let your supervisor and/or 
the qualified first aid officer on site know. You should check your sites procedures 
about to accidents in your workplace. 

In the case of a serious injury, it is best not to move the injured person. 

Moving an injured person may cause further harm. If it is safe to stay in the area, 
it is best to wait until an ambulance arrives.

Only persons with current first aid qualifications should give first aid.

Your PCBU/employer must provide first aid kits at 
your work site.
Any first aid being given should be recorded as part of the 
incident report.

A sign should show the location of the first aid kit.

DRS ABCD
In any emergency situation, it is important to apply the DRS ABCD Action Plan.

• Danger
• Response
• Send for help
• Airway
• Breathing
• Cardiopulmonary Resuscitation (CPR)
• Defibrillation

2.5 First Aid

Emergency Ring 000

SAMPLE
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Loosen or 
remove 
harness or 
tight PPE. 

Examine and 
manage any 
other injuries.

Lie the person down 
on their side

Lie the person down. 
Loosen or remove 
harness, or restrictive 
clothing or PPE. 
Start CPR 
immediately.

Give 30 compressions 
(in 15 seconds)

X 30

Give - 2 breaths 
(at normal breathing rate)

NOTE:
If 2 people are performing 

CPR one person can do 
compressions and one can 

do breaths. 

X 2

Check for 
‘gasping’ 
breaths

LOOK for the chest 
moving up and down

LISTEN for 
air from 
the mouth 
and nose

FEEL for 
movement 
of the chest.

Monitor Breathing

If the person is unconscious but still breathing

If the person is unconscious but NOT breathing

2.5 Electric shock first aid

When someone suffers an electric shock they may have a heart attack. If they 
don't get first aid quickly they could die.

SAMPLE
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2.5 Cardiopulmonary arrest

What body systems are affected by cardiac arrest?
Because cardiac arrest stops the heart from beating, the brain, lungs, and other 
organs do not get the blood and oxygen they need. Cardiac arrest can lead to 
death within minutes if not treated. Symptoms of cardiac arrest include dizziness, 
loss of consciousness, and shortness of breath.

Method of 2-person CPR :For adults
Lay the victim on a flat surface. Start the chest compressions with about 100 
compressions per minute. After every 30 compressions, follow with breaths. 
Since two man compression has an extra person to help, one person can give the 
compressions while the second can give the breaths.

Symptoms of decreased consciousness
Impaired consciousness can be a medical emergency. Signs may include:

seizures.

loss of bowel or bladder function.

poor balance.

falling.

difficulty walking.

fainting.

lightheadedness.

irregular heartbeat.
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What are the characteristics of altered states of consciousness?
An altered state of consciousness can be defined as any state of consciousness 
that deviates from normal waking consciousness, in terms of marked differences in 
our level of awareness, perceptions, memories, thinking, emotions, behaviours and 
sense of time, place and self-control.

Managing an altered level of consciousness
Assess patients following the ABCDE approach to ascertain whether they are 
critically ill;

Ensure they have a clear airway and assess whether breathing is adequate 
(normal rate, depth and rhythm). ...

For those who are critically ill, administer oxygen as prescribed (Jevon, 2009);

What is an ABCDE approach?
Despite what might seem like chaos, the team uses a systematic method for 
managing all acutely ill patients called the ABCDE (A-E) approach. It is a way of 
systematically assessing each of a patient's vital systems—airway, breathing, 
circulation, disability, and exposureSAMPLE




