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HOW TO USE THIS GUIDE

About this guide

The guide is a follow-up to your formal training.

Like all Easy Guides, this one uses plain words and pictures to help you remember what you learned

in your formal training. So you can passyour test— andget your licence.

Good luck from the teamat Easy Guides Australia Pty Ltd.

Note: This guide does not use the same wording as the SafeWork Australia Assessment Instrument. 
This Instrument cannot be shown to the learner before the test.

Easy Guides training materials havebeen developed around Language – Literacy– Numeracy (LLN) principles.

How to use this guide

Use it in hard copy

This guide helps you prepare for the test at the end of the course. Study it carefully, and then ask a friend to help you practise. 
They can ask you each question, and then you give the answer. Writing down the answers can also help you remember them. 
This also helps you seewhat you still need to learn. Good luck!

Or use it on screen

This guide also comes in a PowerPoint presentation, soyou can use it on your computer or screen. The multimedia presentation 

is just like the guide and has exactly thesame questions with thesame short words and easy-to-understand pictures.

Trainers can use the multimedia presentation in class to help learners discuss questions. The trainer first shows thequestion 

and asks if anyoneknows the answer. Next, the trainer will show the answer and discuss it with the learners.
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INTRODUCTION TO PERSONNEL AND MATERIALS HOIST

Mast

Machinery

Ground

Vertical

Images where  
landing doors/ 

gates are not  
shown are for illus-

Base

• Concrete slab

• Concrete pit

What is a personnel and materials hoist?
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A personnel and materials hoist is like a temporary elevator. 
It is attached either to the side of a building or in a lift shaft. 

The hoist uses a motorised rack and pinion to drive the cage 
assembly up and down a stacked mast tower. It is used to 
hoist people, goods and/or materials.

Mast

Ties

Hoist car

K-frame

Pinion

Rack



Plan task

Element 1
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PLAN TASK

QUESTION 8

Why do you need to talk  
with your workmates and  
WHS/OHS officers before  
starting work on a new site?

You need to find out about site specific procedures(things you must do), hazards and special

workplace rules so you can work safely.

PC 1.1, 1.2
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PLAN TASK

Prepare for hazards

Hazard

A hazard is anything that can harm you or others while you work.

Risk

A risk is the chance of a hazard injuring or hurting a person. In 

other words, what is the chance of the hazard hurting you?

Control

A control is whatyou can do to stop the hazard from hurting or

killing someone.

Assess the risk (risk assessment)

You need to identify (know) the worksite’s hazards beforeyou start 

work. Look for hazards. When you find a hazard, you need to work out  
two things:

• How dangerous is the hazard?

• How likely (risky) is it that the hazard will hurt someone?

For example, you find a very dangerous hazard but the risk of it hurting 
someone is low. Because the danger is high, you need to find a way to 
control it. Use the risk assessment and control form on the next page, 

and the hierarchy of hazard control to help you. Talk to workmates or 
OHS people to work out the best way to reduce the risk.

PC 1.4
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PLAN TASKPLAN TASK

Task requirements

Before operating the hoist, you must knowwhat the work task requires you to do.

Task requirements may be given to you verbally, in writing or electronically. They may be called work orders or something similar. 
If you are unclear about the requirements you should always speak to a supervisor or relevantperson.

When the task requirements are known, you will be able to consider and plan for other important things such as:

Communication The load of the weight on the hoist

Where will you do the lift? What do you need to do? What equipment do you need? Is the equipment available?

PC 1.1
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PC 1.3 PLAN TASK

Bolt Tightness

Before you use the hoist, make
sure  that all bolts are tight and up

to manufacturer standards

If you are concerned about the tightness 
of the bolts, speak to a supervisor, 

trainer or manufacturer straight away

If the bolts are defective, be sure to tag 
the hoist as unsafe to use

In order to makesure that the hoist operates safely and effectively, it is important to makesure your equipment is up to 
manufacturer standards.

One thing you should always check for are the tightness of the hoist’s bolts.

Loose bolts could lead to loss of thehoist’s structural integrity. If the hoist breaks while you are using it, you could be 
seriously injured, or even killed.
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PLAN TASK

Putting it all together

Shown below is an example of a risk assessment and  

control form. You can use it at your workplace tohelp 
with risk management. You can find out more about  
risk management in the Queensland WorkplaceHealth 
and Safety codes of practice.

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):

I m p lementation Plan

Control option Associated  

activities

Resources required Person(s) 

responsible

Proposed imple-

mentation date

Sign off and date Scheduled review  

date

R e view

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?

Example of a Risk Assessment and Control Form

PC 1.4
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PC 1.4, 2.1 PLAN TASK

The Hierarchy of Hazard Control

The Hierarchy of Hazard Control is a list of controls that you can use to eliminate or lower the danger froma hazard in the 
workplace. There are the six (6) levels in the hierarchy fromthe 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. 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 defence.

Memory aid: Every Saturday I Eat A Pie
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