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Learning Guide Information 
This Learning Guide is designed to assist staff 

working in rural businesses who are involved in 

handling, storing and providing information on 

agricultural rural operations. It is a Learner 

Guide which will be useful to you for recording 

your learning and for presentation as evidence 

that you have completed the required learning 

and practice activities. 

 

Where it fits… 

This Learning Guide supports the Unit of 

Competency AHCWHS301 Contribute to WHS 

processes. 

 

Recognition of Prior Learning (RPL) 

If you can provide evidence that you have already achieved the knowledge and skills covered in this Learning Guide, 

regardless of where they have been acquired, you can immediately apply for assessment. 

 

Evidence to assist this process can include reports, statements from training courses, references from previous 

employers, photos, videos, practical demonstrations etc.  

 

Getting Started 

This learning guide will help you to: 

� Observe workplace health and safety policies and procedures; 

� Assist in workplace hazard identification and risk control; 

� Follow safe practices during work operations; 

� Respond appropriately to fire and other emergencies; 

� Contribute to a productive working environment; and 

� Participate in arrangements for maintaining the health and safety of all people in the workplace. 

 

This learning guide will lead you through a series of topics.  At the end of each topic after reading and learning this 

material, there is a series of Workplace Activities to complete amongst your peers; you will then proceed on to your 

theory and practical assessments.  
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Duty of Care 
When you have successfully completed this topic you will be able 

to: 

� Define the responsibilities of employers and employees in 

 regard to workplace health and safety; 

� Identify company policy and procedure documents that 

 relate to workplace health and safety; and 

� Contribute to workplace health and safety issues through 

 consultation and discussions in the workplace. 

 

Introduction 

Workplace health and safety is an area concerned with protecting the safety, health and welfare of people engaged in 

work or employment. 

Workplace health and safety affects employees, employers, customers, contractors and family members. 

All organisations have a duty of care to ensure that employees and any other person who may be affected by the 

company’s operations remain safe at all times. 

There are good moral, legal, and financial reasons for workplace health and safety. 

1. Moral obligations involve the protection of employee’s lives and health. 

2. Legal reasons involve health and safety obligations as set out in state legislation. 

3. Financial reasons include reductions in employee injury and illness-related costs, and lost work time. 

Organisations have a responsibility to their employees and customers for health and safety.  

 

Legislation 

Under the Australian constitution, laws relating to occupational health and safety (WHS) are the responsibility of the 

states and territories.  

 

In the past this led to variations in laws between states and territories which has caused some confusion and difficulties 

for companies who operate across state boundaries.  Over recent years there has been a move to ‘harmonise’ WHS 

laws so that standard health and safety rules and legislation apply across the country.   

 

A number of states have adopted the harmonised rules and have passed Workplace Health and Safety (WHS) 

legislation. To date Victoria and Western Australia have not adopted uniform laws and still retain WHS legislation. 

 

Despite any differences between state legislation on workplace health and safety, every person owes a duty of care 

to other people to not cause them harm or injury.  In this module 

we will refer to ‘workplace health and safety’ rather than use 

WHS or WHS.   

 

Laws relating to workplace health and safety are the 

responsibility of individual states and territories. 
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Responsibilities 

Employers have a responsibility to: 

� Provide a safe work environment (e.g. safe machinery and equipment, 

safe workshop, safe handling and storage of chemicals, safe sheds and 

safe work systems). 

� Provide information, supervision and training about safety policies and 

practices. 

� This starts with the induction of any new employees and applies to any 

new task undertaken by staff and any changes in safety policies or 

procedures. 

� Provide personal protective equipment such as gloves, ear muffs, goggles, coveralls, respirators and the like 

for use in noisy, dusty or other dangerous situations. 

� Monitor staff and working conditions and keep records of training, information and injuries. 

� Consult with staff on workplace health and safety matters and listen to their concerns and take appropriate 

action. 

� Develop procedures to handle emergencies that might arise.  

 

Supervisors are often required to implement and monitor the workplace 

policies and procedures developed by employers. This often means that 

supervisors may be more involved in workplace health and safety on a day-to-

day basis than the employer. They need to understand the principles and 

practices of workplace health and safety in order to carry them out. 

 

Employees have a responsibility to:  

� Follow workplace health and safety policies, procedures and practices.  

Policies can include:  safe operating/work procedures, Safety Data 

Sheets (SDS or MSDS), Safe Work Method Statements, emergency and 

fire procedures, evacuation procedures, accident and incident 

notification policies and procedures, drugs and alcohol procedures and 

policies, risk assessment and hazard procedures, first aid policies and 

procedures.  

� Work in a safe manner. 

� Inform their supervisor if they see any safety hazards. 

� Take part in meetings, information sessions and training related to workplace health and safety. 

� Use the personal protective equipment (PPE) that is supplied. 

� Keep themselves fit and healthy. 

While a duty of care does not specifically target those involved in storing, transporting, handling and selling agricultural 

and veterinary chemicals, this work is covered under existing legislation. 

All staff and managers who work in agricultural and veterinary chemical storage premises should be familiar with their 

responsibilities (as well as their rights) under workplace health and safety or similar legislation. 

Every worker has a responsibility to carry out their tasks in a safe and 

efficient manner so that they do not cause harm or injury to themselves 

and others, nor to property and the environment. 

 

Your Supervisor or on site Safety Office have access to all WHS 

Legislation, workplace policies and procedures should you need a copy 

or have questions.   
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Duty of care may be contained within a contract such as where a person is hired to 

apply agricultural and veterinary chemicals.  It also arises out of Common Law which 

provides for compensation for a wrong or injury that a person suffers because of 

another’s action. Negligence may arise from “not doing something a reasonable 

person would do” as well as “doing something a reasonable person would not do”.  A 

person involved in an occupation requiring special skills is expected to exercise “the 

ordinary skill of an ordinary competent person exercising these skills”. 

Employees have a responsibility to work in a safe manner.  

 

Obligations 

Persons storing or selling agricultural and veterinary chemicals should be particularly aware of the following duty of 

care obligations: 

1. They must take reasonable care to prevent damage to other persons or property. 

2. They are liable for defects or contamination of products which have developed during storage. 

3. They can only sell, give or transfer chemicals to competent persons. The person receiving the chemicals must 

be given adequate information regarding the dangers otherwise the retail store may be liable for any resulting 

damage. 

4. Manufacturer’s instructions and information must be provided. Label instructions should be reinforced at 

point of sale and SDS provided on the first supply of a product or upon request. 

5. Advice and information should only be passed on if staff are trained to do so. A person giving off-label advice 

may be accepting responsibility should any damage occur. Permits should be obtained by the user for off-label 

use and store staff should advise clients accordingly. 

6. If you see a hazard or potential hazard, or do not understand information on a label, you should always seek 

advice from your supervisor or the site safety officer.  

 

Consultation 

In many states, legislation requires employers to consult with employees during 

identification and assessment of risks, development of control measures and changes 

to systems of work that may affect health and safety.  In a small workplace consultation 

can be an informal discussion between employer and employees over the content of an 

SDS, or during an inspection of the work. Informal meetings can also be used to give a 

brief explanation of how to use a new piece of equipment, or to show an appropriate 

safety video.  In larger workplaces a more formal process of consultation process may be required through a workplace 

health and safety committee or health and safety representative. 

In some states, employers may be required to consult with employees when: 

� Identifying hazards at work. 

� Risks to their health and safety are assessed or when the assessment of those risks is reviewed. 

� Decisions are made about the measures to be taken to eliminate or control risks in the workplace. 

� Introducing or altering procedures for monitoring risks (including health and surveillance procedures). 

� Changes that may affect health and safety are proposed to the work premises, to the systems or methods of 

work or to the plant and chemicals used. 

� Determining the training and information needs of employees. 

� Determining the adequacy of amenities and facilities. 

� Developing emergency or workplace evacuation procedures. 

Hazardous chemical regulations in some states require that a documented “Hazard Identification and Risk 

Assessment” process must take place in consultation with all personnel who may be exposed to the hazardous 

chemicals. This process is primarily associated with the potential exposure to chemicals in closed containers. 

Employers are required to consult with employees on issues that affect health and safety.  
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Workplace Activities – Duty of Care 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

1. What is the name of the legislation in your state/territory that covers workplace health 

and safety? (You may need to check with your supervisor or trainer)   

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

2. What company document covers health and safety practices in your workplace?  

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

3. Where is this document kept?  

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

4. Who maintains this document and how is it update?  

(Written answer:  Please use the space below to provide your answer). 
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5. What consultation occurs in your workplace regarding workplace health and safety 

practices?  

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

6. Provide an example of when you were last involved in a workplace health and safety 

meeting or consultation process? Explain what happened and how you were involved. 

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

7. Where is the Hazard Identification and Risk Assessment for your workplace kept? 

(Written answer:  Please use the space below to provide your answer). 
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Workplace Hazards 
When you have successfully completed this topic you will be able to: 

� Outline relevant legislation, regulations and codes of practice that apply; 

� Define what is meant by a hazardous chemicals; 

� Identify hazards associated; and 

� Recognise a range of other workplace hazards. 

 

Hazardous Chemicals 

“Hazardous chemicals” are substances that have the 

potential to harm human health. 

 

They may be solids, liquids or gases; they may be pure 

substances or mixtures. When used in the workplace, 

these substances often generate vapours, fumes, dusts 

and mists. A wide range of industrial, laboratory and 

agricultural chemicals are classified as hazardous 

chemicals. 

 

For personnel working in agricultural chemical stores a good way to 

identify a hazardous chemical is to look for the statement of hazardous 

nature on the Safety Data Sheet. For example: 

� Classified as hazardous according to the criteria of Worksafe 

Australia. 

� Not classified as hazardous according to the criteria of 

Worksafe Australia. 

� Classified as hazardous according to the criteria of National 

Occupational Health and Safety Commission (NWHSC). 

� Not classified as hazardous according to the criteria of NWHSC. 

If you are still not sure whether the product is classified as a hazardous chemical or not, check with the manufacturer 

through their website or customer service number.  

 

Legislations and Regulations 

In addition to workplace health and safety legislation, companies involved in transporting, handling and selling 

agricultural and veterinary chemicals must observe legislation, regulations and Codes of Practice that apply to 

hazardous chemicals. 

These set out the legal requirements of suppliers, employers and employees in the workplace for hazardous chemicals 

management. Some useful definitions include: 

� Legislation: a law passed by a legislative body such as a parliament. 

� Regulation: rules issued by a government agency that provide details on how legislation will be implemented. 

� Code of practice: these provide practical guidance on how to achieve the standards required under the 

legislation. It contains a simple English description of the legal requirements and is easier to read than the 

legislation itself. While a Code of Practice is not legally binding in the same way as a legislation, it may be able 

to be used as evidence in legal proceedings. 
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National Harmonisation 

Under national harmonisation of workplace health and safety laws, the former distinction between hazardous 

substances and dangerous goods has changed.  Hazardous substances were associated with human health effects (for 

example acute toxicity or carcinogenicity) and dangerous goods were predominantly associated with physical effects 

(for example corrosivity or flammability). 

In many cases, a single chemical would be classified as both a dangerous goods and a hazardous substance, meaning 

companies had to comply with two overlapping but distinct sets of regulations.  There has now been developed a 

National Standard and a Code of Practice for the Control of Workplace Hazardous Chemicals. 

 

Definitions 

Following are the key terms to help you understand the methods of hazard identification and risk management. 

� Hazard: something with the potential to cause harm 

� Hazardous chemical: any substance that has the potential to harm the health of persons in the workplace. 

Hazardous chemicals include, but are not limited to, dangerous goods and schedule poisons 

� Risk: the likelihood of a hazard actually causing harm 

� Exposure: when a person comes into contact with a chemical by breathing it in, getting it onto the skin or into 

the eyes or by swallowing it. 

 

While there are many potential hazards in a workplace, such as machinery accidents, back injuries and noise, we are 

principally concerned in this module with: 

1. Hazards associated with storing, handling and transporting chemicals in closed packages. 

2. Assessing the risks to the health and safety of everybody in the workplace including customers and 

contractors. 

3. Assessing the risks to the health and safety to the local community and surrounding environment. 

  

ACT

REGULATIONS

CODES OF PRACTICE

AUSTRALIAN STANDARDS

INDUSTRY STANDARDS / GUIDELINES
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Hazards Associated with Chemicals 

Exposure to Chemicals 

There are a number of ways that chemicals can enter the body.  These are called the routes of exposure. 

When conducting a risk assessment the following should be considered: 

� Inhalation: exposure occurs by breathing in airborne concentrations of a chemical in the form of an aerosol, 

vapour or mist. 

� Skin contact: many chemicals are readily absorbed through the skin. Formulations which contain solvents and 

surfactants may increase skin absorption. 

� Eyes: serious eye exposure can result from a splash or spill, drift and by rubbing the eyes with contaminated 

hands or clothing. The eyes are very sensitive to many chemicals. 

� Ingestion (swallowing): this usually results from accidents. Smoking and eating while handling chemicals are 

often the cause of ingestion. Also dusts can be breathed in and then swallowed. 

 

Storing and Handling 

The most likely hazards to be encountered when storing and handling chemicals are: 

� Flammable liquids that can produce vapour/air mixtures which are potential sources of fire or explosion. 

� Toxic chemicals that can be dangerous to a person if ingested, inhaled or absorbed through the skin. 

� Corrosive chemicals that attack skin or other materials and, if leakage occurs, can attack packaging and other 

structures, possibly also reacting with chemicals stored in the vicinity. 

� Oxidising agents which will increase the rate at which fire can develop. They may also react violently with 

other chemicals and can be the cause of spontaneous ignition. 

� Dangerous when wet chemicals can also be the cause of spontaneous ignition. 

� Miscellaneous dangerous goods including substances which are not covered by the other classes, such as 

environmentally hazardous chemicals and genetically modified organisms (GMOs). 

Note:  To help prevent risks to other personnel, the environment and animals; when handling, storing or disposing; 

always refer to the Safety Data Sheet and Environmental Protection Plan / Regulations and Procedures for each 

chemical (substance, fuel etc) at your work place.   



AHCWHS301 Contribute to work health and safety processes 

 

 

Doc No. Version No. Name Start Date Review Location 

VC2017105 1.0 AHCWHS301 Learner Guide 18/04/2017 18/04/2018 Training Data / 01 UNITS / AHCWHS301 
 

Page 14 of 45 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are a number of ways that chemicals can enter the body. 

 

Transport 

Transport hazards relate to emergencies such as fires, spills, accidental exposure or ingestion.  

 

Accidents and spillages may occur for example, during transport, when receiving or despatching goods, using a forklift, 

handling goods in the storage area, or moving damaged or leaking containers. 

 

The following factors impacts on the level of hazard encountered when transporting chemicals: 

� The quantity of chemical to be transported. 

� The dangerous goods division, packing group and other characteristics of the chemicals with respect to 

toxicity, stability and compatibility (see the SDS or manufacturer). 

� The requirements for separation of chemicals from other divisions of dangerous goods. For example, oxidising 

agents, such as pool chlorine, are incompatible with many other chemicals. 

� Emergency procedures and equipment available to deal with hazards. 

� Separation from other stores of chemicals or fuels during transport. 

 

Other Workplace Hazards 

Working in a rural merchant business can involve other hazards in addition to those related to handling and storing of 

chemicals. These can include: 

� Machinery and vehicles such as forklifts, front-end loaders, trucks and cars. Hazards can come from operating 

machinery, working alongside moving vehicles, high noise levels, and loading and unloading of vehicles. 

� Facilities and structures where hazards can come from storage of flammable materials and debris, presence 

of power cables and gas pipes, slippery floors, stairs and balconies, and blocked passageways and exit points. 

� Heavy objects that have to be lifted or moved either manually or by sack-truck, trolley or forklift. Manual 

handling is covered in this learner guide. 
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Identification of Hazards 

While legislation requires that everyone must be consulted and involved in 

hazard identification, a regular inspection of a premises can also help identify 

hazards in the workplace.  Some approaches to identifying hazards include: 

1. Deciding who will be involved in identifying hazards: in small stores, 

the premise’s managers should be able to complete this work while 

in larger organisations this role may be delegated to a team of 

employees with a good knowledge of the workplace. 

2. Deciding where to begin: by dividing up the work activities based on 

the different chemicals handled, the hazards associated with each 

job task can be considered separately. For example: 

� Unloading and delivery to the storage area.  

� Stocking shelves. 

� Handling in the storage area. 

� Despatch loading and handling on vehicles. 

� Other tasks such operating a forklift, customer and contractor management. 

3. Collecting and reviewing information:  There are many sources of information that 

you can turn to for help in identifying the hazards in your workplace such as: 

� Hazardous materials inventories and safety data sheets (SDS) 

� Injury, illness and incident reports 

� Employee reports about hazards 

� Maintenance and inspection reports 

� Staff discussion and meetings.  

4. Obtaining a site plan: a site plan of your workplace can help you summarise the 

information you collect.  For example, you can mark on the floor plan where 

accidents and incidents have happened, where chemicals are used and stored, what 

machines and equipment are used, and where there are special problem areas.   

Most companies should have a site plan. The site plan should show: 

� The location and description of hazardous chemicals and dangerous goods, 

including goods in transit. 

� A legend of any id numbers or codes used. 

� The main and other entries and exits to the site. 

� All drains on site. 

� Any other information that will assist emergency services. 

� Essential site services such as fire services, isolation points for power and fuel.  

� Location of the manifest. 

� The nature of the occupancy of adjoining sites. 

� True north. 

� Date prepared or last modified. 

� The scale (required in WA only).  

5. Inspect your workplace: Inform the appropriate people so that they are not surprised 

by your inspection and wear the appropriate PPE. 

Talk to employees about hazards and how they may be controlled. Be thorough, 

check the entire area and take detailed notes. 

If any serious hazards are discovered during this process, employers must be 

promptly notified so that they can take immediate corrective action. 

A site plan of your workplace can help you summarise the information you collect. 
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Workplace Activities – Workplace Hazards 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

1. Have a look at the chemicals in your store and record below one (1) example of each type 

of dangerous Goods Division that you have on site: (you may need to refer to labels and 

SDS)  

(Written answer:  Please use the space below to provide your answer). 

 

 

 a. Flammable liquid that can produce vapour/air mixtures which are potential sources of fire or 

explosion. 

   

 

 b. Toxic chemical that can be dangerous to a person if ingested, inhaled or absorbed through the skin. 

   

 

 c. Corrosive chemical that can attack skin or other materials such as packaging and other structures. 

   

 

 d. Oxidising agent which will increase the rate at which fire can develop. 

   

 

 e. Dangerous when wet chemical that can cause of spontaneous ignition. 

   

 

 f. Miscellaneous dangerous good such as environmentally hazardous chemical or genetically modified 

organisms (GMOs). 

   

 

 

2. List three (3) types of machinery and/or vehicles that are used in your workplace and 

state what procedures are in place to reduce the risk of injury from these:  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Machinery / Vehicle Workplace procedures that reduce the risk of injury 

 a.   

 b.   

 c.   
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3. Provide an example of one (1) hazard that you have identified in your work. State what it 

was and how you reported it and how it was removed or resolved:  

(Written answer:  Please use the space below to provide your answer). 

 

 

 a. What was the hazard? 

   

   

 

 b. How did you report it? 

   

   

 

 c. How was it resolved / removed? 
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Risk Assessment and Controls 
When you have successfully completed this topic you will be able to: 

� Undertake a risk assessment. 

� Determine the severity of risk and likelihood of harm using a risk matrix. 

� Define obligations for employers regarding air monitoring, health surveillance and record keeping. 

� Apply the “hierarchy of control” to resolve workplace risks. 

 

Risk Assessment 

Risk assessment is a method of assessing the risk level of identified hazards and setting priorities for implementation 

of their control. While risk assessments are required in WA and Vic, it is recommended that all locations consider the 

benefits of conducting a risk assessment. 

 

While agricultural chemicals are assessed for health hazards before registration, risks vary with the way a chemical is 

handled and stored. This will vary from workplace to workplace. 

 

Both retail and storage premises are involved with ‘closed 

packages’, consequently incidents of exposure to chemicals 

are expected to only occur as a result of accidental spills, leaks 

or breakages. 

 

Once hazards have been identified, risk assessments can be 

undertaken. Risks assessments should be made in three major 

areas: 

� Risks to retail and warehouse staff from receiving, 

handling, storing and despatching agricultural and veterinary chemicals where the focus is on controlling 

contact with chemicals including accidental poisoning. 

� Risks to others (including customers) from accidental poisoning. 

� Risks to persons, property and the environment by accidental events such as spillage or fire in storage or 

transport. 

 

A risk assessment involves looking at the actual work location and work practices to assess the likelihood of an incident 

and its severity based on the information from the hazard identification (much of which is supplied on the label and/or 

SDS). In some situations it may be necessary to obtain specialist advice. 

 

The degree of the hazard for chemicals is indicated on the label and in the SDS such as poisons schedule number e.g. 

5 (least toxic), 6 (immediate toxicity) and 7 (highly toxic).  
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Risk Matrix 

For chemical outlets dealing with closed packs the risk of exposure to the hazard represented by chemicals will be 

usually through handling leaking or spilled containers. 

 

A ‘risk matrix’ system can be applied to rate the risk of exposure using consequence and probability.  The Risk Indicator 

Value (RIV) can be calculated by determining the probability and consequence of the hazard occurring. A lower value 

indicates a higher priority. 

 

Example: If we consider the hazard represented by unloading agricultural and veterinary chemicals from a truck using 

a forklift. On checking the SDS and labels it is stated that, if substances are spilled they may cause many various dangers 

to the environment, people and property.  

 

Therefore the following ratings can be applied: 

� The probability is frequent. 

� The consequences are major – representing significant dangers unless the spill is controlled. 

 

Using the table below an RIV of 1 is the highest priority and means that the risk must be controlled immediately. 

 

P
R

O
B

A
B

IL
IT

Y
 

CONSEQUENCES 

 Catastrophe Major Serious Significant Minor 

Will happen 1 1 2 3 4 

Frequent 1 2 3 3 4 

Occasional 2 3 3 4 5 

Infrequent 3 3 4 4 5 

Unusual  3 4 5 5 5 

The RIV can be calculated by determining the probability and consequence of the hazard occurring with a lower value 

on this system indicating a higher priority. 
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Hierarchy of Control 

To reduce the risks that have been identified in a workplace, a “hierarchy of control” approach can be used. 

The hierarchy of control is a system widely used across industry to reduce or eliminate exposure to hazards. It is a 

widely accepted concept that is promoted by many safety organizations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The higher up the hierarchy, the more effective the control. 

The higher up the hierarchy, the more effective the control. The hierarchy of control includes the following 

components: 

Elimination: this is the most effective means of hazard control. It involves the physical removal of the hazard. Some 

examples include where a company: 

� Removes high shelving so that containers are stacked at a lower height. 

� Does not stock high-risk products such as aluminum phosphide or schedule 7 poisons. 

� Removes combustible material from the storage premises. 

Substitution: the second most effective way to control hazards is substitution, which involves removing something 

that is a hazard by replacing it with something that is not a hazard. Some examples include: 

� Replacing an old sack truck used to move drums of chemicals with a purpose built drum trolley. 

� Stocking a less toxic or volatile chemical which does the same job. 

� Stocking solids rather than liquids which do the same job. 

Isolation: access to chemicals can be limited by isolation, which can be by distance 

from the rest of the workplace, or by a physical barrier between the chemical and 

any person. Some examples include: 

� Securing premises to prevent arson and theft. 

� Using physical barriers to limit access to all but properly authorised employees. 

� Locating chemical stores away from schools, housing areas, hospitals and shopping areas. 

� Application of regulated separation distances from boundaries and protected works. 

� Segregating products to minimise risks of fire and hazardous chemical reactions.  

Engineering Controls: these do not eliminate hazards but control them by physically 

altering the environment. Some examples include: 

� Installing ventilation to remove vapours or dusts from the work environment. 

� Constructing bunding to contain spills or fire water that may contaminate the 

environment. 

� Using spark arresters on a forklift or other machinery where flammable goods are handled. 

ELIMINATION

SUBSTITUTION

ISOLATION

ENGINEERING CONTROLS

ADMINISTRATIVE CONTROLS

PERSONAL PROTECTION EQUIPMENT
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� Installing protective guards on machinery with moving parts/ 

� Performing pre-start or start-up checks every day. 

Administrative Controls: these focus on bringing about changes to the way people work. Administrative controls do 

not remove hazards but limit or prevent people’s exposure to the hazards. Some examples include: 

� Training workers to handle and load chemical containers safely 

� Good store housekeeping by keeping the area in and around any storage premises in a safe and tidy condition 

� Reducing the number of personnel exposed to a hazard 

� Conducting workplace health and safety meetings 

� Issuing and using safety checklists. 

Personal Protective Equipment (PPE): PPE should only be seen as a last resort to control the risk of exposure to 

personnel when all other methods of control have been exhausted. Dedicated personal protective equipment should 

always be available at any workplace where hazardous materials are used or stored in case of emergency. 

Examples of PPE include: 

� Goggles and respirators for dusty environments. 

� PVC gloves, splash proof overalls, goggles and respirators for spraying products. 

� Protective over-boots, splash-proof overalls, face shields and respirators (for controlling a spill). 

Although PPE should always be used when required, there is a high potential for the PPE to become ineffective due to 

damage, wear and/or poor fitting, PPE is considered the least effective way to control 

hazards.   

Note:  PPE should be checked daily for maintenance and / or damage.  Store and maintain 

all PPE acording to Workplace Policies and Procedtures and using the appropriate 

Manufacturer’s Specifications and / or Guidelines for each itm of PPE.  

 

Actions Following Determination of Risk 

If the risk assessment shows that risks are being, or can be, readily controlled in accordance with current workplace 

controls, then you can conclude that there is no significant risk to health and the risk assessment is complete.  Where 

the assessment indicates that there is a significant risk to health the following actions should be taken: 

� Select appropriate measures to eliminate risks or achieve and sustain control 

� Ensure that those control measures are properly used and maintained 

� Arrange staff induction and training, especially in areas where the assessment indicates risks are not easily 

controlled. 

Employers have an obligation to record details of risk assessment and the controls adopted. This includes controls that 

are existing or are required to be put in place. 

 

Identifying and Following Work Safety Signs and Symbols 

Work site safety signs and symbols need to be identified and followed. These signs and symbols are in place for your 

safety of others in the area.   

All these signs detail exactly what is required of anyone reading the sign. Safety signs are designed so that their 

message is clear and easy to understand and follow.  Not being able to recognise or follow work safety signs and 

symbols could lead to dangerous situations that might result in injury or death of workers. Ignoring these signs means 

you are breaching the occupational health and safety requirements set out in legislation, regulations, codes of practice 

and your conditions of employment. 

If you don’t understand a sign or symbol that is used in your workplace, ask your supervisor or experienced workers 

what the signs mean.  If you find a situation where you believe a sign or symbol will make a work situation safer, make 

a suggestion to your supervisor for a relevant sign. 
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Signs commonly used in the construction industry include: 

Emergency Signs and 

Symbols 

 

 

 

 

 

 

   

Fire Equipment Signs and 

Symbols 

 

 

 

 

 

 

   

 

 

 

 

 

 

   

Hazard Identification 

Signs and Symbols 

 

 

 

 

 

 

   

 

 

 

 

 

 

   

Mandatory PPE Signs 

and Symbols 

 

 

 

 

 

 

   

Traffic Direction Signs 

and Symbols 
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Workplace Activities – Risk Assessment and Controls 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

Complete the following by referring to hazards you have seen or heard about in your industry: 

 

1. Risk Control Method 1:  Eliminate the hazard.  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Hazard Description: 

   

  Proposed solution using this control method:  

   

   

 

 

2. Risk Control Method 2:  Use a safer alternative.  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Hazard Description: 

   

  Proposed solution using this control method:  

   

   

 

 

3. Risk Control Method 3:  Use an engineering or design solution.  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Hazard Description: 

   

  Proposed solution using this control method:  
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4. Risk Control Method 4:  Devise safer work practices.  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Hazard Description: 

   

  Proposed solution using this control method:  

   

   

 

 

5. Risk Control Method 5:  Wear personal protective clothing and equipment.  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Hazard Description: 

   

  Proposed solution using this control method:  
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Safe Work Practices 
When you have successfully completed this topic you will be able to: 

� Identify workplace practices and procedures aimed at preventing or 

reducing slips and falls. 

� Observe safe manual handling practices. 

� Carry out safety checks on machinery and equipment. 

� Follow correct procedures for dealing with faulty or broken machinery 

and equipment.  

 

Slips and Trips 

Slipping, tripping and falling are common causes of injury at work and at home. Often the major cause of injury is not 

the fall itself, but the attempt the falling person makes to slow the fall or avoid an obstruction on the way down. These 

wrenching or twisting movements can cause serious injuries. 

Slips and falls are the second major cause of back injuries after manual handling. Falls from a height usually result in 

more serious injuries, but slips and trips on a surface are far more common and account for more injuries. The main 

causes of slips and trips are: 

� The type and condition of the floor surface. 

� Contamination of the floor surface. 

� Objects on the floor. 

� Footwear being worn. 

Prevention of slip, trip and fall accidents can be achieved by maintaining good floor surfaces and by improving 

housekeeping standards. Wearing of non-slip shoes also reduces risks from slipping and falling. 

Slips and falls are the second major cause of back injuries in the workplace. 

 

Manual Handling 

Lifting objects that are grasped or released below knee level is a physically demanding task 

and a common cause of back injuries.  Repetitive manual handling lifting can lead to various 

hazards and issues such as:  fatigue, damage or injury to the back or spine or other parts of 

the body.  Some methods of lifting are more harmful than others. For example, the straight 

leg or stoop lift methods of lifting can cause back injuries. This method involves lifting with 

straight legs and a bent lower back (lumbar spine). Many workers continue to use this 

technique to lift objects. 

The straight leg or stoop lift method of lifting is bad for the back and should be discouraged. 

People tend to use the straight leg or stoop lift because it feels a lot easier and requires 

less energy than squatting. The problems with the straight leg or stoop lift include: 

� High compression forces on the lumbar disc. 

� All the load is on the spine, which has only small muscles. 

� Increased force on the spine when the load is held away from the body. 

� The lumbar ligaments are under extreme strain.  

The straight leg method of lifting can cause back injuries. 

 

Lifting Techniques 

If team lifting is not an option, the leg lift or deep-squat method: traditionally we were taught to bend the knees when 

lifting. However, we were never sure how much we should bend the knees. The two best options to lift low lying 

objects are the leg lift or deep-squat method and the semi-squat method. 

The most commonly taught method of low lifting is the leg lift or deep-squat. This method requires the knees and hips 

to be in almost a maximum bent position, with the buttocks close to the ground.  
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This position is considered to be superior to the straight leg or stoop, as there is less stress on the lumbar spine, 

ligaments and muscles. 

However, the limitations of the leg lift are as follows:  

� There is significant stress on the knee joint. 

� There is poor stability through the lift action.  

� The strength and endurance required to extend the knees and hips under load is 

great. 

� The lift is not very adaptable. 

� There is reduced mechanical effectiveness of the ankle, knee and hip joints. 

 

The leg lift or deep-squat method: if a load is a compact shape – such as a small box 

of chemicals – it is possible to use the leg lift position. However, it is not recommended 

for objects of more awkward shapes, longer loads or loads in less accessible positions. 

In addition, people with poor muscle strength in their legs or restricted movement in 

their ankles, knees or hips can find this position difficult to assume. 

Because of the limitations with the approach for lifting low lying objects, researchers 

have been investigating the advantages and disadvantages of a variety of slightly 

different approaches. 

The semi-squat method: the semi-squat or inclined trunk with bent knees method is 

now widely accepted as the preferred approach to lifting items from low levels. 

This approach aims to be flexible in different lifting situations and uses the following 

patterns of movement: 

� The spine is in or close to its normal shape, as in standing 

� The knees are moderately bent (flexed), within the mid-range 

� The trunk is inclined forward to grasp the load 

� Feet are apart, either forward/back or sideways and 

shoulders are aligned 

� The load is held symmetrically with an even distribution of 

the load on the left and right sides of the body 

� The load is held close to the body 

� The hips and knees work smoothly together to lift and 

lower the load.  

 

Supporters of the semi-squat claim it provides the best stability, 

power, endurance, vision and adaptability for the user.  

 

The Best Lifting Solution 

The best solution is to avoid putting loads 

on the floor in the first place. Locate loads at a minimum height of mid thigh level by providing a bench, table or other 

surface.  

Lifting loads from that level will minimise the strain on the knees and back. When this is not possible, the load can 

sometimes be modified to make it easier to grasp.  To make low lifting safer consider: 

� Putting handles on the top of loads. 

� Making loads more compact to comfortably fit between the knees when in a semi- squat position. 

� Adjusting or redesigning storage bins so that it’s possible to bend the knees when reaching items in the bins. 

� Avoiding the storage of heavy items in low positions. 

There is no proven ‘best way’ to lift low lying objects that is right for everyone and for every type of load. 

Leg lift or deep- squat posture 

The semi-squat method. 

Hand trucks and trolleys reduce the need to lift and carry heavy loads 
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However, apply the following principles when using any lift:  

� Keep the load as close to the body as possible. 

� Lightly bend the knees and use the leg muscles. 

� Bend the back as little as possible.  

 

Safety Checks 

Tagging  

When a machine breaks down or is faulty it should be tagged with a sign that warns others 

that the machine cannot be used until the necessary maintenance or repair has been carried 

out. Write the fault, the date and your name on the tag. Attach the tag to the tool.  Smaller 

equipment should also be tagged and placed in a location where it is not forgotten. Notify 

your supervisor so that repairs or a replacement can be organized. 

Identifying Machinery Hazards 

Before operating a machine you should carry out basic safety checks to identify any potential faults or hazards. These 

should be outlined in the Safe Operating Procedure (SOP) for the machine.  This could include checking that all safety 

guards are in place and properly installed, that you are familiar with the on-off switch and any safety switches, and 

that there are no obstructions that can prevent the machine from operating correctly.  While operating equipment 

and machinery you might also notice potential faults and hazards. 

 

Dealing with Machinery Hazards 

There are three steps for dealing with potential hazards: 

1. Recognize the hazard.  While some hazards are easy to spot, there are many hidden hazards that are more 

difficult to spot and which may be associated with faulty machinery and equipment. 

2. Report the hazard.  You should report all potential hazards as soon as you sense that something is wrong. 

Reporting a workplace hazard is the only way the problem can get fixed. By reporting a hazard you’ll not only 

be protecting yourself, you’ll also be protecting your work colleagues. 

3. Remove or resolve the hazard.  Once you report a hazard, it’s up to your supervisor to ensure that the problem 

gets resolved. This can include everything from adding a protective metal guard, to repairing a fault on a 

machine – it varies from situation to situation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The three steps in dealing with a hazard.  

Tagged machines or equipment cannot be 

used until the necessary maintenance or 

repair has been carried out  

HAZARDS

1.  Recognise the Hazard

2.  Report the Hazard

3.  Remove or Resolve the 
Hazard
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Workplace Activities – Safe Work Practices 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

1. Describe five (5) practices and procedures in your workplace that are aimed at preventing 

or reducing slips and fall:   

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

 b.  

 c.  

 d.  

 e.  

 

 

2. Outline what your company does to provide staff with information, advice and/ or 

reminders on correct manual handling procedures:   

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

3. List three (3) pieces of equipment of machinery that are used to assist in lifting and 

handling chemicals in your workplace:   

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

 b.  

 c.  

 

 

4. What are the procedures in your workplace if you come across a machine, equipment or 

tool that is faulty, broken or in need of maintenance?   

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

 b.  

 c.  
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Emergencies 
When you have successfully completed this topic you will be able to: 

� Respond to emergencies. 

� Identify strategies that your company has adopted to reduce the risk of fire. 

� Locate fire extinguishers on your premises and state what types of fires they are used for. 

� Define appropriate action in the event of a fire. 

� Outline safe personal and environmental practices in the aftermath of a fire. 

 

Responding to Emergencies 

Staff should not attempt to control an 

emergency situation, especially fires and 

chemical spills, unless they have been properly 

trained. They will need, however, to have 

access to a communications system that allows 

them to contact the appropriate emergency 

services. Phone numbers should be displayed 

near all working telephones and at first aid 

stations.  

 

All staff should become familiar with their 

company’s emergency procedures. At the entrance to each workplace is an Emergency Information Box. This is 

primarily intended for the use of emergency services in an incident. It should show a property plan, evacuation plan 

and emergency contacts. 

 

Managers should have discussed their emergency procedures with emergency services representatives. This will 

ensure that the proposed procedures are compatible with the access and movement requirements of emergency 

service vehicles and equipment. Emergency services should also be advised of the storage location of hazardous 

chemicals, the type of chemicals and the quantity being held. 

 

Signs should be installed to indicate evacuation routes and assembly points. Both routes and assembly points should 

be kept clear at all times. 

 

Spills and Leaks 

Employees should receive training on how to deal with spills or leaks of hazardous 

chemicals. While they may be able to control a small leak or spill, a large incident will 

require contacting the fire brigade and providing as much information about the 

hazardous chemicals as possible. 

 

With a large spill or leak, all employees and customers will need to be evacuated to the 

assembly area. 

 

Enterprise facilities such as chemical stores, mixing areas and fuel storage areas should all 

be designed and constructed to contain spills and leaks. Small spills should be cleaned up immediately and PPE should 

be used to avoid chemicals contacting skin or being inhaled.  
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Fire Planning 

Employees should be familiar with the location of 

fire extinguishers, fire hoses, evacuation 

procedures and exit points from buildings. They 

should also have received training in the different 

types of fires and the correct extinguishers to use. 

 

On detection of a fire, the alarm should be raised 

immediately and, if safe to do so, a fire 

extinguisher should be applied to the fire. 

 

The following actions should be considered when 

preparing for fire: 

� Store flammable liquids away from main buildings. 

� Establish a 10-metre fuel free zone from around sheds and outbuildings. 

� Remove vegetation that is overhanging roof lines and structures. 

� Clear gutters of leaves and litter on all buildings and structures. 

� Keep timber walls and surfaces on the outside of all structures well maintained. 

� Install appropriate fire fighting equipment in strategic locations. 

� Provide signs and clear access to water supplies. 

� Install smoke alarms in appropriate locations in buildings. 

� Fire extinguishers are tested and tagged every six months.  

 

 Fire emergency plans must be practised regularly to familiarise fire 

fighters with procedures and to test the equipment. 

 

Fire drills should be supervised by the manager and if possible also by the 

fire brigade. 

 

Pre-planned drills should be held initially so that fire fighters can 

familiarise themselves with the procedures. However, unexpected 

exercises should be carried out later, provided that adequate 

consideration is given to the convenience and priorities of the emergency 

services and surrounding sites. 

 

Fire drills should be carried out on site where that equipment is actually used. That is, the fire drills should simulate 

an actual fire emergency. Effective evacuation procedures should also be practised. 

  

The picture can't be displayed.

The picture can't be displayed.
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Fire extinguishers should be selected according to the type of fire. 

 

Action in the Event of a Fire 

The following action should be taken in the event of fire: 

� The premises must be evacuated. 

� The Fire Brigade and Police must be informed. 

� If significant smoke is generated, all people in the vicinity must be evacuated. 

� A doctor and/or ambulance should be standing by at the site. 

� All firefighters must be warned of the dangers from fumes, smoke, run-off and debris. 

� All firefighters must wear full waterproof protective clothing and self-contained 

breathing apparatus as other respirators will not provide adequate protection. 

� Smoke and water needs to be avoided, even when wearing full protective gear. 

� Eating, drinking or smoking must not take place during firefighting operations - they 

increase the danger of exposure to chemicals. 

� Fire-water and spilt product must be contained throughout the fire fighting 

procedure. 

� If run-off occurs or dangers arise from exploding containers, consider withdrawing 

and allowing the fire to burn out - the emergency plan will give the name of the 

person(s) authorised to make this decision. 

� If in an extreme emergency, firefighting with water is essential for safety reasons and 

run-off cannot be controlled, the water and health authorities should be informed; 

dykes should be built to contain the run-off.  
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Any person exposed to fumes, smoke or splashing and any person showing signs of illness, dizziness or unusual 

behaviour must be relieved of duty and placed under medical care. Poisoning by farm chemicals can be mistaken for 

heat exhaustion, smoke inhalation or drunkenness. Contaminated clothing must be immediately removed. 

 

On completion of activities, equipment and all clothing should be cleaned and a shower taken by all personnel 

involved. 

 

First Aid 

Any emergency care provided to an injured or ill person before medical assistance arrives is known as First Aid. It is 

advisable that, given the hazardous chemicals handled and transported in the workplace, all employees should be 

trained in basic First Aid. 

The Code of Practice “First Aid in the Workplace 2016” that has been developed by Safe Work Australia recommends 

that in high risk workplaces there should be one trained first aider for every 10 workers. The Code also recommends 

that high risk workplaces with 100 workers or more should have a 

designated first aid room. 

If there is a medical emergency in the workplace you should: 

� Check for any hazardous situation and remove further danger. 

� Stay with the injured person and apply First Aid. 

� Call for an ambulance. 

� Ask someone to meet the ambulance. 

� Do not leave injured person alone. 

� Do not move the injured person unless they are exposed to 

danger.  

Employers are required to provide and maintain appropriately stocked first aid kits. Kits should be easily accessible 

and all employees should be made aware of their locations which should be properly signed. A list of emergency 

contact numbers and basic first aid notes should be provided with the kits. 

Further information on the obligations of a workplace in respect to first aid can be found at 

www.safeworkaustralia.gov.au in the Code of Practice “First Aid in the Workplace”. 

  

The picture can't be displayed.
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Workplace Activities – Emergencies 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

1. List five (5) strategies or practices that your company has adopted to reduce the risk of 

fire. 

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

   

 b.  

   

 c.  

   

 d.  

   

 e.  

   

 

 

2. How often are fire drills conducted in your workplace? 

(Written answer:  Please use the space below to provide your answer). 

 

 

   

 

 

3. When was the last fire drill? 

(Written answer:  Please use the space below to provide your answer). 

 

 

   

 

 

4. List three (3) locations where fire extinguishers and state what types of fires they are used 

for:  

(Written answer:  Please use the space below to provide your answer). 

 

 

  Location of Fire Extinguisher Used for: 

 a.   

 b.   

 c.   
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5. What are the procedures in your workplace if you come across a machine, equipment or 

tool that is faulty, broken or in need of maintenance? 

(Written answer:  Please use the space below to provide your answer). 
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Contributing to a Productive Working Environment 
When you have successfully completed this topic you will be able to: 

� Observe your employer’s expectations of appropriate behaviour in the workplace. 

� Describe your employer’s policies on discrimination, harassment and bullying. 

� Define the process in your workplace for dealing with claims of harassment or bullying. 

� Keep up-to-date with information on health and safety especially in relation to chemicals. 

 

Employer Instructions  

All employees should be informed by their employers about safety in the workplace 

and trained in safe work practices.  As an employee you should observe the safe work 

practices outlined in your company’s policies and procedures. 

 

When you identify a hazard, bring it to your supervisor’s attention. 

 

Be prepared to contribute to discussions on safety issues with your supervisor and to 

offer constructive suggestions about how safety could be improved for you and your fellow workers.   

 

If there are any matters you think need attention, you can ask your supervisor to arrange a meeting of all staff to 

discuss the issues and decide what to do about them. 

Employees should contribute to discussions on safety issues with supervisors and other staff. 

 

Workplace Standards of Behaviour 

Employers have a legal responsibility to ensure that the workplace 

is free from discrimination, harassment and bullying.  

 

These are illegal in the workplace and, if not addressed by 

employers, can lead to: 

� Lower productivity and poor quality work. 

� Low staff morale and increased absenteeism. 

� High stress levels of staff. 

� Accidents due to distractions. 

� Resignations. 

� Expensive and lengthy legal proceedings.  

 

Discrimination and Harassment 

Workplace Discrimination 

Discrimination occurs when someone, or a group of people, is treated less favourably than another person or group 

because of their race, colour, national or ethnic origin; sex, pregnancy or marital status; age; disability; religion; sexual 

preference; trade union activity; or some other characteristic specified under anti-discrimination or human rights 

legislation. 

  

The picture can't be displayed.

The picture can't be displayed.
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Workplace Harassment 

Harassment occurs when someone is made to feel intimidated, insulted or 

humiliated because of their race, colour, nationality or ethnic origin, sex, 

disability, or sexual preference.  Harassment can  include  behavior such as: 

� Telling insulting jokes about particular racial groups. 

� Sending explicit or sexually suggestive emails.  

� Displaying offensive or pornographic posters or screen savers. 

� Making derogatory comments or taunts about someone’s race or 

religion. 

� Asking intrusive questions about someone’s personal life, including their 

sex life. 

Discrimination, harassment and bullying can lead to expensive and lengthy legal proceedings. 

 

Sexual Harassment 

Sexual harassment is illegal in the workplace. Sexual harassment occurs when a person: 

� Subjects another person to an unwelcome act of physical intimacy. 

� Makes an unwelcome demand or request (whether directly or by implication) for sexual favours from another 

person. 

� Makes an unwelcome remark with sexual connotations. 

� Engages in any other unwelcome conduct of a sexual nature. 

It is also sexual harassment when: 

� A supervisor requests sexual favours from a junior in return for promotion or other benefits or threatens the 

sack for non-co-operation. 

� A boss makes intrusive inquiries into the private lives of employees, or persistently asks them out. 

� A group of workers joke and snigger amongst themselves about sexual conduct in an attempt to humiliate or 

embarrass another person. 

 

Workplace Bullying 

Bullying is defined as “the repeated less favourable treatment of a person by another or 

others in the workplace, which may be considered unreasonable and inappropriate 

workplace practice. It includes behaviour that intimidates, offends, degrades or 

humiliates a worker. Workplace bullying can occur between a worker and a manager or 

supervisor, or between co-workers. 

Bullying behaviour includes: 

� Physical or verbal abuse 

� Yelling, screaming or offensive language 

� Excluding or isolating employees 

� Psychological harassment 

� Intimidation 

� Assigning meaningless tasks unrelated to the job 

� Deliberately changing work rosters to inconvenience particular employees.  

  

The picture can't be displayed.

The picture can't be displayed.
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Employee Rights 

Everyone has the right to be safe and free from 

discrimination, harassment and bullying while at work. 

 

If you feel that you are being discriminated against, 

harassed or bullied, you may want to deal with the 

situation yourself by raising it directly with the person 

or people involved or with a supervisor, manager or 

discrimination/harassment contact officer in your 

workplace. 

 

If this does not resolve the situation, or you do not feel comfortable doing this, you can make a complaint in writing 

to the Australian Human Rights Commission. You can also have someone, such as a lawyer, advocate or trade union 

make a complaint on your behalf. 

Your complaint must be in writing and should state what happened, when and where it happened and who was 

involved. 

 

The Australian Human Rights Commission is a government body that oversees the application of federal legislation 

in the area of human rights, anti-discrimination, social justice and privacy. 

 

Keeping up to Date 

Expansion and growth of business brings change.  With change there may come new hazards and opportunities for 

injury and more laws and regulations for both the employer and the employee. 

 

Employers usually belong to professional organisations as well as industry associations that keep them informed of 

many things including workplace health and safety. They also get regular updates from the various workers’ 

compensation organisations around the country and the relevant government authorities. 

 

When you get pamphlets on workplace health and safety, place them on the noticeboard for all staff to see.   

Keeping up with the changes in the industry is your responsibility and obligation. By doing this you become a more 

valued employee as well as having the satisfaction of knowing that you are looking after yourself and your work mates. 

 

Workers should keep up to date on industry health and safety issues relating to chemicals used in their work place. 

 

  

The picture can't be displayed.
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Workplace Activities – Contributing to a Productive Working Environment 

Please complete this Workplace Activity before continuing on to the next chapter.  

 

1. How are your employer’s expectations of appropriate behaviour in the workplace 

conveyed to staff?  Outline three (3) ways that this occurs.  

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

 b.  

 c.  

 

 

2. How are your employer’s policies on discrimination, harassment and bullying 

documented?  

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

3. Outline the process in your workplace for dealing with claims of harassment or bullying.  

(You may need to check your company’s policy or ask your supervisor)  

(Written answer:  Please use the space below to provide your answer). 

 

 

   

   

   

 

 

4. List four (4) ways that you keep up-to-date with information on health and safety.  

(Written answer:  Please use the space below to provide your answer). 

 

 

 a.  

 b.  

 c.  

 d.  
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Appendix A – Example of a Safety Data Sheet (SDS / MSDS [Material Safety Data Sheet]) 

SAFETY DATA SHEET 

Section 1:  IDENTIFICATION 

Ammonium Hydroxide or Ammonia Solution 

Product Code:  AMHYD/50 

Recommended Use:  Laboratory reagent 

Australian Emergency Services:  000 (24 hours) Australian 

Poisons Information Centre:  131 126 (24 hours) 

Section 2:  HAZARDS IDENTIFICATION 

Classified as a hazardous substance according to criteria of NWHSC.  Classified as a dangerous good according to the ADG Code 

for the Transport of Dangerous Goods by Road and Rail 

R Phrases R34 – Causes burns.  

 R36/37/38 – Irritating to eyes, respiratory system and skin.  

 R50 – Very toxic to aquatic organisms. 

S Phrases S1/2 – Keep locked up and out of reach of children.  

 S26 – In case of contact with eyes, rinse immediately with plenty of water and seek medical advice.  

 S36/37/39 – Wear suitable protective clothing, gloves and eye/face protection. 

 S45 – In case of accident or if you feel unwell, seek medical advice immediately (show the label 

where possible).  

 S61 0 Avoid release to the environment.  Refer to special instructions/Material Safety Data Sheets.  

Section 3:  COMPOSITION INFORMATION 

Chemical Name CAS Number Concentration 

Water 

Ammonia 

7732-18-5 

1336-21-6 

Remainder 

10-32% 

Section 4:  FIRST AID MEASURES 

Eye Contact Flush eyes with copious amounts of water for at least 15 minutes.  Seek medical attention.  

Skin Contact Remove contaminated clothing and wash affected area with soap and water thoroughly.  If 

irritation develops, seek medical attention.  

Inhalation Remove patient to fresh air.  If breathing stops, apply artificial respiration and seek medical 

attention.  

Ingestion DO NOT induce vomiting.  Wash mouth out with copious amounts of water.  Seek medical 

attention.  

First Aid Facilities Eye wash station, safety shower and First Aid Kit.  

Advice to Doctor Treat symptomatically.  

Section 5:  FIREFIGHTING MEASURES 

Suitable Extinguishing 

Media 

Dry chemical, Carbon Dioxide or water spray.  Avoid getting water in containers.  

Hazards for Combustion 

Products 

Toxic and/or corrosive gases may evolve.  

Special Protective 

Precautions and 

Equipment for Fire 

Fighters 

Wear SCBA (Self-Contained Breathing Apparatus) and full protective equipment (splash suit).  Cool 

containers with flooding amounts of water until fire is well out.  

Hazchem Code 2R 
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Section 6:  ACCIDENTAL RELEASE MEASURES 

Emergency Procedures Wear appropriate protective equipment and sure area is well-ventilated.  Evacuate any 

unnecessary personnel and eliminate ignition sources.  Containers may explode when heated.  

Contact with metals may evolve flammable Hydrogen gas.  Do not contaminate drains and 

waterways.  

Clean up Methods Do not touch or walk through spilled material.  Wearing appropriate protective equipment absorb 

with dry earth, sand or other non-combustible material and collect into suitably labelled 

containers.  Do not get water inside the containers.  

Section 7:  HANDLING AND STORAGE 

Precautions for Safe 

Handling 

Wear appropriate protective equipment to avoid exposure, particularly to vapour.  Avoid 

prolonged or repeated exposure and practice good personal hygiene.  Open containers slowly.  

Conditions of Safe Storage Store in a cool, DRY, well-ventilated area away from direct sunlight, oxidisers, acids and heat 

ignition sources.  Keep tightly closed when not in use.  

Section 8:  EXPOSURE CONTROLS / PERSONAL PROTECTION 

National Exposure 

Standards 

Ammonia: [TWA]:  25ppm/17mg/m3 

 [STEL]:  35ppm/24mg/m3 

Biological Limit Values Not available.  

Engineering Controls Ensure adequate ventilation to keep concentrations below the exposure standards. 

Personal Protective 

Equipment 

Safety glasses or goggles, gloves and protective clothing.  

Section 9:  PHYSICAL AND CHEMICAL PROPERTIES 

Appearance Clear, colourless liquid 

Odour Pungent, irritating odour 

pH >10 

Vapour Pressure 475.7 – 723.9hPa at 20°C 

Vapour Density 0.6 

Boiling Point 30-40°C 

Melting Point Not available 

Solubility Soluble in Ethanol, Ether and Water 

Specific Gravity Approx. 0.9 

Information for 

Flammable Materials 

Flammable vapours 

Upper and Lower 

Flammable Limits in Air 

(Ammonia) 16-25% 

Section 10:  STABILITY AND REACTIVITY 

Chemical Stability Stable under recommended conditions for use and storage.  

Conditions to Avoid Heating.  

Incompatible Materials Acids, alkalis, alloys, Carbon Dioxide, Water, halogen and halides, metals, metal salts and oxidisers.  

Hazardous Decomposition 

Products 

Ammonia and Nitrogen oxides.  

Hazardous Reactions Polymerisation will not occur.  Reacts violently with acids and oxidising agents, may form explosive 

compounds in contact with metal halides, silver compounds or mercury.  

Section 11:  TOXICOLOGICAL INFORMATION 

Health Effects 

Acute:   Eye Contact Causes burns and irritation, with the risk of blindness. 

 Skin Contact Causes burns and irritation, dermatitis and necrosis.  

 Inhalation May cause severe irritation to the mucous membranes of the respiratory tract resulting in 

coughing, pulmonary oedema and dyspnea bronchitis.  

 Ingestion Harmful if swallowed and it may cause severe burns, irritation to throat, chest, nausea, coughing, 

bloody vomiting, collapse, shock and unconsciousness.  
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Chronic Prolonged or repeated exposure may cause long-term irritation to the eyes, nose and upper 

respiratory tract.  

TOXICITY DATA Chemical Name LD50 (mg/kg) RTECS Code 

 Ammonia LD50 (Oral/Rat):  350mg/kg 

(29%) 

LC50 

(Inhalation/Rat):  1:4mg/I/4hr) 

(anhydrous) 

 

Section 12:  ECOLOGICAL INFORMATION 

Ecotoxicity Very toxic to aquatic organisms.  Harmful effect due to pH shift.  

Persistence and 

Degradability 

Not readily degradable.  

Mobility Not available. 

Environmental Fate 

(Exposure) 

Do not contaminate drains and waterways.  

Bioaccumulative Potential Not expected to bio-accumulate.  

Section 13:  DISPOSAL CONSIDERATIONS 

Disposal Methods and 

Containers 

Dispose of in accordance with local authority guidelines.  

Special Precautions Vapours are combustible.  Avoid exposure.  

Section 14:  TRANSPORT INFORMATION 

Classified as dangerous goods by the criteria of the Australian Dangerous Goods Code.  

UN Number 2672 

UN Proper Shipping Name Ammonia Solution 

Class and Subsidiary Risk 8 (Corrosive) 

Packing Group III 

Special Precautions Incompatible in a placard load with:  Class 1, Class 4.3, Class 5, Class 6 (if the Class 6 are Cyanides 

and the Class 8 are Acids), Class 7 and food and food packaging in any quantity.  

Hazchem Code 2R 

Section 15:  REGULATORY INFORMATION 

• Poison Schedule:  S6 

• TWA (Time Weighted Average):  the time-weighted average, airborne concentration over an eight-hour working day, 

for a five-day working week over an entire working life.  According to current knowledge this concentration should 

neither impair the health of, nor cause undue discomfort to, nearly all workers.  

• STEL (Short-Term Exposure Limit):  the average airborne concentration over a 15-minute period which should not be 

exceeded at any time during a normal eight-hour work day.  

Section 16:  OTHER INFORMATION 

Release Information 

Date of Preparation 21 August 2011 

Issue Number 1 

References 

1. National Occupational Health and Safety Commission, Approved Criteria for Classifying Hazardous 

Substances (NWHSC:1008); Australian Government Publication Service:  Canberra (2004), 3rd Edition.  

2. National Occupational Health and Safety Commission, List of Designated Hazardous Substances 

(NWHSC:10005); Australian Government, Publication Service:  Canberra (1999), 2nd Edition.  

3. National Transport Commission Australian Code for the Transport of Dangerous Goods by Road and Rail 

(ADG Code); Canprint:  Canberra (2007), Volume 1, 7th Edition.  

4. Standards Australia, Dangerous Goods Initial Emergency Response Guide:  Australian Handbook (SAA/SNZ 

HB76); Homebush (2004).  
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Appendix B – Example Template of a SWMS (Safe Work Method Statement) 

SWMS Name 
 

 
SWMS Created By  Date of Creation /         / 

SWMS 

Summary 
 Last Review Date /         / 

 

Company / Contractor Details Project Details 

Name  Client  

ABN  Contact Name  

Address  Site Address  

Contact No#  Contact No#  

Email  Start Date  
 

How to complete this SWMS 

1 CONSULT Consult with all persons who will be involved in the completion of the work.  

2 LIST List each of the steps in the task work being done.  

3 IDENTIFY Describe the health and safety hazards and risks arising from each step in the work.  

4 RISK ASSESSMENT Review the level of risk associated with each hazard listed.  

5 CONTROL Describe how the risks will be controlled, and describe what hazard control measures will be put in place.  

6 RESPONSIBILITY Allocate a person to be responsible for the hazard control measure. 

7 REVIEW Review the effectiveness of the control measures and apply further hazard control. 

 

Training / Qualifications 

required to carry out work 

 

PPE required to carry out 

work 

 

Are all workers adequately trained and qualified?  Yes  No 

Legislation, Australian 

Standards & Codes of 

Practice relevant to work 

 

Equipment required to carry 

out work 

 

Environmental  

Statement 

 

Safety Checks required prior 

to commencement of work 

 

Coordination with other 

Trades 

 

Permits required for 

commencement of work 

 

Have these permits been acquired?  Yes  No 
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Safe Work Method Statement (continued) 

 

Use this table to determine the level of risk associated with an identified hazard. 

LIKELIHOOD 

CONSEQUENCE 

Insignificant 
Minor 

First Aid Required 

Moderate 

Medical Attention and 

Time Off Work 

Major 

Long Term Illness or 

Serious Injury 

Severe 

Kill or Cause Permanent 

Disability or Illness 

Almost Certain M H H VH VH 

Likely M M H H VH 

Possible L M H H VH 

Unlikely L L M M H 

Rare L L M M M 
 

RISK LEVEL ACTION  

VERY 

HIGH 

Act immediately: 

The proposed task or process activity must not proceed. Steps must be taken to lower the risk level to as low as reasonably practicable using the 

hierarchy of risk controls. 

HIGH 

Act today: 

The proposed activity can only proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk controls must include those identified in legislation, Australian Standards, Codes of Practice etc. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

� The supervisor must review and document the effectiveness of the implemented risk controls. 

MEDIUM 

Act this week: 

The proposed task or process can proceed, provided that: 

� The risk level has been reduced to as low as reasonably practicable using the hierarchy of risk controls. 

� The risk assessment has been reviewed and approved by the Supervisor. 

� A Safe Working Procedure or Safe Work Method has been prepared. 

LOW 
Act this month:  

Managed by local documented routine procedures, which must include application of the hierarchy of controls. 

 

Work Step Associated / 

Identified Hazards 

Risk 

Level  

(L, M, H, VH) 

Hazard Controls Revised 

Risk Level  

(L, M, H, VH) 

Person Responsible 

Work your way through each step 

in the work process, giving a brief 

description of what is required at 

each stage. 

What hazards can be identified for 

this step? 

What is the 

risk level? 

What hazards controls will be put into place to 

deal with the identified hazards for this step? 

Has the risk 

been 

reduced? 

Who is responsible for carrying out 

the work and maintaining the hazard 

controls? 
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Safe Work Method Statement (continued) 

 

Work Step Associated / 

Identified Hazards 

Risk 

Level  

(L, M, H, VH) 

Hazard Controls Revised 

Risk Level  

(L, M, H, VH) 

Person Responsible 

Work your way through each step 

in the work process, giving a brief 

description of what is required at 

each stage. 

What hazards can be identified for 

this step? 

What is the 

risk level? 

What hazards controls will be put into place to 

deal with the identified hazards for this step? 

Has the risk 

been 

reduced? 

Who is responsible for carrying out 

the work and maintaining the hazard 

controls? 

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

PERSONNEL / WORKER SIGNOFF 

All personnel/workers required to carry out this task need to be listed below.  By signing this SWMS, each person declares that they have carefully read the 

SWMS and that they understand their responsibilities and requirements to complete the work. 

Name (please print) Position / Qualification Signature Date 

   /          / 

   /          / 

   /          / 

   /          / 

   /          / 

   /          / 
 

SENIOR MANAGEMENT SIGNOFF 

Does this SWMS meet the necessary safety requirements?  Yes  No 

Does this SWMS require review?  (Review Date                    /          /                    )  Yes  No 

Additional Comments 

 

 

 

Name (please print) Position / Qualification Signature Date 

   /          / 

 


