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Introduction
The timber industry has seen some dramatic changes
over the last couple of generations. Many work
practices that were once thought to be normal are
now considered unsafe or even dangerous. Other
practices that were previously commonplace have
since turned out to be very damaging to the
environment.
Over the years, new laws and regulations have been
introduced to reflect changing attitudes to what is
acceptable practice and what isn't. And because
workplace safety and environmental care are such
vitally important issues, these legal requirements are
now being much more strictly enforced.
Two axemen work 'on the boards' to fell
This learner guide will look at the main laws and
a giant gum tree. (Downloaded from the
regulations that govern safety and environmental
Powerhouse Museum's Tyrrell
care in our industry, and how this affects the way you
collection, on-line at:
need to carry out your work. In particular it will
www.powerhousemuseum.com.)
cover some of the workplace procedures used by
businesses to ensure that they maintain a safe
workplace and use environmentally sound practices in their day-to-day operations.

Working through this unit
There are four sections in the unit Safety and environment:
1. Putting safety policies into practice
2. Managing risks
3. Dealing with emergencies
4. Caring for the environment
Each section begins with an overview, which introduces you to the topics covered. There are
also several lesson pages in each section followed by a Task. The four Tasks are designed to
be submitted to your trainer for marking. You will find hard-copy templates of the Tasks in
your Workbook, and electronic versions on the accompanying CD.
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Section 1: Putting safety policies into
practice
Overview
Occupational health and safety (OHS) is a big concern in
every workplace these days, and companies spend many
thousands of dollars maintaining their systems so they
keep pace with changing legislations, codes of practice
and insurance company requirements.
But the bottom line can always be summed up in the
basic question:
Is the system making the workplace safer?
Yes
If the answer is ‘Yes’, then your OHS system is working.
Not that this means you can be complacent, and start to
take safety for granted.
Workplace safety is one of those complex issues that
relies on a lot of different elements coming together and
working in cooperation day-in day-out for it to give you
a positive result. Management showing commitment,
supervisors being vigilant, workers acting responsibly,
admin staff keeping records up-to-date. All of these
people need to live up to their side of the bargain for the
system to work.

A production supervisor completes
the safety inspection checklist for his
area at the end of the day’s work.
Any new hazards he notices are
recorded in the checklist, and if he
can’t fix them himself, he reports
them to the maintenance staff or the
general manager.

No
If the answer is ‘No’, then you’ve got a serious problem on your hands. No-one likes filling
out forms if they think it’s pointless. And people soon lose the motivation to follow strict
work procedures if they don’t see any benefit in it.
Once employees start to feel that the company’s OHS policies and procedures are more
trouble than they are worth, they’re much more likely to take shortcuts, or think that the
procedures don’t apply to them. And this is when the chance of an accident happening
becomes an odds-on bet.
In this section, we’ll look at the legislation that underlies safety in the workplace, and the
administrative system that turns these laws into practical activities that can be applied on the
job.

Developed by Workspace Training – adapted from the ‘Timber Toolbox’ e-learning resource

Safety and environment - Learner guide

3

Here's your job
1. Have a look at the Task for this section to preview the questions
you'll need to answer at the end.
2. Work through each of the lessons for more detailed information
on the concepts covered, and complete the learning activity at
the end of each topic.
3. Complete the Task in your workbook.
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Rights and responsibilities
In general, the rights and responsibilities of all people
in the workplace are defined in the Occupational
Health and Safety (OHS) Act that applies to your
state or territory. In some cases there are also
Regulations that expand on particular aspects of the
Act and provide details on how it should be
implemented.
The OHS Act says that everyone has a ‘duty of care’
to ensure that their actions don’t jeopardise the safety
or welfare of others. Everyone in the workplace is
also required to report any hazards that they notice,
so that steps can be taken to minimise the risk of the
hazard causing an injury or illness.
In addition to this shared responsibility for safety,
there are specific responsibilities relating to each
level of employment.

Different people in the organisation
have different levels of responsibility for
safety, depending on their position.
But everyone in the company has a
‘duty of care’ to act responsibly and not
put others at risk by their actions.

Responsibilities
Below is a summary of the main responsibilities for each level of authority in an organisation.
Note that different companies will have their own sets of job descriptions, and particular
duties may vary between positions, depending on the way the company has decided to share
out the tasks. But in the end, each of the responsibilities shown below need to be designated to
an appropriate person, with the authority to make sure that it is carried out properly.
Directors are responsible for:


ensuring that the company’s OHS policies are effective in keeping
the workplace safe



ensuring that the company’s activities are in compliance with all
OHS legislation.

Managers are responsible for:


developing and implementing safe work policies and procedures



consulting with the workforce on OHS issues



distributing all relevant information to employees.
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Supervisors are responsible for:


supervising employees’ work performance



ensuring that appropriate training is given to employees



carrying out regular safety inspections



correcting unsafe work practices and disciplining employees
who disregard OHS policies.

Employees are responsible for:


taking care of the health and safety of themselves and others who
may be affected by their actions



working in accordance with safe operating procedures and other
safety directions from management



reporting hazards or unsafe work practice to their supervisor



reporting any injuries to their supervisor



cooperating in health and safety programs.

Rights
The OHS Act also gives employees certain rights. For example, employees have the right to
raise genuine safety issues with their supervisor or manager, and have their concerns taken
seriously. They are also protected from discrimination if they report a hazard or unsafe work
practice.
Safety officers and OHS committee members are also protected under the Act from
discrimination as they carry out the duties relating to that position, such as undertaking site
inspections or investigating the causes of accidents.
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Learning activity
Here are some questions designed to test your general knowledge of OHS, and the
rights and responsibilities of staff and employees. Answer True or False to these
questions by ticking the appropriate box.
1.

Under the law, the employer carries the main responsibility for ensuring that the
workplace is safe.
 True

2.

Most accidents are just bad luck – you can never really prevent them.
 True

3.

 False

Employees are under no legal obligation to report a hazard if it doesn’t directly concern
them.
 True

6.

 False

If an employee has good reason to believe that a task they are about to do may put
someone at risk of injury or illness, they can refuse to do it.
 True

5.

 False

If an employee refuses to wear the correct personal protective equipment (PPE) and they
get injured, they only have themselves to blame.
 True

4.

 False

 False

Supervisors need to carry out a safety inspection in their area of the workplace on a
regular basis.
 True

 False

Developed by Workspace Training – adapted from the ‘Timber Toolbox’ e-learning resource

Safety and environment - Learner guide

7

Workplace procedures
Workplace procedures are used to provide employees
with approved methods of carrying out particular
tasks.
One way of writing up a workplace procedure is to
use the format of a Safe Operating Procedure, or
SOP. This can be posted up on a laminated page near
the machine. Some companies also use SOPs to verify
that the operator has been trained in that procedure by
asking them to sign a copy, which is then kept in their
personnel file.
More complex safety procedures can be documented
in the form of a Job Safety Analysis (JSA), also
known as a Safe Work Method Statement (SWMS).
The layout of these documents makes it easier to show
multiple tasks and include the responsibilities of
different personnel.

The Safe Operating Procedure (SOP)
for this machine is fixed on the wall
beside it, so that operators can refer to
the document at any time.

Particular types of procedures are included in the company’s Policies and Procedures
Manual. These include tasks such as housekeeping, machine isolation and reporting faults.
Some of these are also reproduced in the Employee Induction Manual, so that new employees
can be made aware of them before they start work.
On the following pages are three examples of workplace procedures, written up in different
formats
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Docking saw Safe Operating Procedure (posted up beside the saw in the
workplace)
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Installing frames and trusses on-site (Job Safety Analysis)
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Learning activity
Whether you work in a factory, office, mill, forest, shop, or on-the-road in a
vehicle, there will be a range of company procedures that you are required to
follow as you go about your job. The three examples shown above use formats
that are common in our industry. But there are other ways of writing up
procedures so that employees know what the approved methods are for doing
particular tasks.


What types of procedures do you need to follow in your day-to-day work?



Make a list of the names of the main procedures you use and describe the format they
are presented in.
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Consulting with employees
Experienced machinery operators and production
workers generally have a very good idea of where
the hazards are in their own work area. They’re also
likely to feel a lot more inclined to put new work
methods into practice if they’ve had a hand in
developing them.
This is why consultation between management and
the employees is essential for any OHS system to
work properly. It’s also a requirement under the law.
Employers are required to consult with their
employees whenever:

This safety committee is made up of two
members representing the factory
workers, one representing office staff,
and a chairperson, who is also the
company’s training manager and safety
officer.



issues arise that have OHS implications for
employees



risk assessments are undertaken



new measures are put in place to control risks



new work or safety procedures are introduced



decisions are made about the facilities provided for the welfare of employees



changes to the workplace, plant or systems of work occur which may affect safety and
welfare.

Methods for consulting with employees
Depending on the size of the workplace, there are
various ways a company can consult with its workers
and meet the requirements of the legislation.
Larger organisations generally have a safety
committee that meets regularly and has members
representing the employer and employees. The
purpose of the meetings is to discuss safety issues
and review safety systems. Formal minutes are taken
at each meeting, and particular members are given
duties to carry out in the workplace, which need to
be reported back to the committee when completed.

Although toolbox talks need to be
properly documented and have ‘minutes’
taken, they don’t have to be in a formal
setting.
This toolbox talk is being conducted in
the work area that the supervisor looks
after.

Companies with large groups of employees also
conduct regular toolbox talks with the workers.
These are generally organised by the supervisor in
each section of the workplace, and formal minutes
are taken of the issues discussed and decisions made. A toolbox talk allows employees to
raise safety concerns or report hazards. It also lets the supervisor pass on OHS information, or
discuss new work practices or procedures that are being introduced.
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Regardless of the size of the workforce, all businesses are required to have arrangements in
place that allow the free flow of information between the employer and employees. In the
case of a small business, this may simply involve workers speaking directly to their boss. But
whatever the arrangements are, documentary records must be kept to show that consultation is
occurring properly, and that employees’ views are being considered when management makes
decisions about OHS matters.

Learning activity
Answer the following questions.
1.

What are the consultation arrangements in your organisation? For example, do you have
regular toolbox meetings? Do you have a safety committee or safety representative?

2.

How is employees’ feedback on OHS issues recorded and passed on to management?
Are minutes taken at toolbox meetings? Is there a log book where employees can report
hazards?
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OHS Management Systems
All good businesses recognise that a safe workplace
is essential to their success and long-term survival.
However, there is more to an effective OHS system
than just having various policies and procedures
dealing with different issues around the workplace.
For the system to be truly efficient and fully
compliant with OHS legislation, it needs to be
integrated into all of the company’s activities, and
managed in a systematic way.
This is where an OHS management system (OHSMS)
comes into play. An OHSMS is the overarching
system that coordinates all of the safety policies and
procedures in the company, and allows management
to monitor the performance of the different elements.
It also provides the company with a means for
documenting its efforts in dealing with OHS issues.
This not only helps it to satisfy workers
compensation and other OHS legislation, it also gives
the company a sound picture of how well everything
is working, which helps the management to make
good quality decisions about the future.

If your OHS documentation has turned
into a big paper shuffling exercise, then
it’s not doing the job it’s supposed to.
A good system doesn’t need a lot of
fancy documents, but it does need a
user-friendly set of policies,
procedures, forms and checklists that
everyone in the workplace is prepared
to keep up-to-date, and, most
importantly, put into practice while
they’re working.

An OHSMS includes all of the steps that are taken to ensure that the company provides its
employees with a safe place to work. This includes the training programs delivered, safety
procedures implemented, audits and inspections carried out, new equipment purchased,
existing equipment upgraded, reviews undertaken, and so on.
Below are the names and descriptions of typical documents that a company might keep in its
OHSMS:

Registers and log books


Injuries Register: recording all workplace injuries sustained by employees.



Lifting Gear Register: listing all slings, chains and other lifting gear used on site.



Hazardous Substances Register: listing all hazardous substances kept on site.



Plant and Equipment Register: showing the servicing and maintenance schedule for all
machines.



Safety Hazard Log: used by employees to record potential safety hazards.
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Workplace safety inspections


Site Inspection Checklist: used at regular intervals to identify hazards around the site.



Forklift Pre-start Inspection Checklist: completed by the forklift driver each day.



Delivery Truck Pre-start Inspection Checklist: completed by the truck driver each day.

Minutes of meetings


Toolbox Minutes: recorded by the supervisor at the regular Toolbox meetings.



Safety Committee Minutes: recorded by the secretary at the regular safety committee
meetings.

Training documents


Training needs analysis: showing the areas where training is needed.



Training Skills Matrix: showing the current skills and proposed training for each
employee.



Assessment instruments: completed by workplace assessor to verify the competency of
employees.

SOPs and MSDSs


Safe Operating Procedures: showing the safe operating procedures for workplace
machines and processes.



Materials Safety Data Sheets: showing the properties and correct handling procedures for
all hazardous substances kept on site.

Risk assessments and reports


Incident Report: completed after an incident involving property damage or injury.



Risk Management Assessment: completed by the Safety Committee.



New Equipment Risk Assessment: completed prior to commissioning a new machine.



Safe Work Method Statements: completed by subcontractors or other staff involved in
installations or other forms of new work.

Return to Work documents


Return to Work Plan: for injured workers returning to work on ‘suitable duties’.

Forms


Contractor Insurance Form: completed by contractors prior to carrying out work.
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workers compensation claims.



WorkCover Accident Report Form: for reporting serious accidents or incidents to
WorkCover.
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Safety Induction manuals


Induction Manual for Employees: issued to new employees at the commencement of their
employment.



Induction Manual for subcontractors issued to contract tradespersons who come on-site.

Policies and procedures manuals


OHSMS Policies and Procedures Manual: setting out the company’s Occupational
Health and Safety Management System Policies and Procedures.



Emergency Procedures Manual: setting out the procedures for dealing with emergencies.

Learning activity
In the topic Workplace procedures (page 6) you listed the different types of
procedures you use at work. Some of these are likely to fall under the category
SOPs and MSDSs in the list above. You’ll notice from this list that there are
many other types of documents included in a company’s OHSMS.


What other documents are you involved with from your company’s OHSMS in the course
of your normal work duties?



Do you use any OHS-related forms or documents that are not described above? If so,
what are they, and what category would they come under?
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Task 1: Putting safety polices into practice
Depending on your level of authority in the organisation, your responsibilities for following
or implementing OHS policies and procedures will vary. This Task is designed to be a review
of the role you play in the company's OHS system.
To help you answer the questions, you may wish to refer to your Job Description or the
company's OHS Policies and Procedures Manual. You may also find it useful to look up the
WorkCover website in your state or territory for more information on particular topics, such
as the Codes of Practice that relate to your work.
1. What is your job title?
2. What are your 'duty of care' obligations under the OHS Act?
3. Are there any codes of practice that apply to your work? If so, what are they?
4. Describe your input into 'workplace consultation'. For example, are you a member of
the safety committee; do you lead or participate in toolbox meetings; do you undertake
safety inspections or risk assessments?
5. a) List the safe operating procedures (SOPs) or safe work method statements that are
most relevant to your day-to-day work.
b) Where are these documents kept?
c) How are these procedures made known to employees? For example, do workers
sign off against each SOP they are required to follow; are they assessed against it
before they are allowed to work unsupervised?
You will find a hard-copy template for this Task in your Workbook and an electronic version
on the accompanying CD. Once you have filled in your answers, send your completed
assignment to your trainer for marking.
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Section 2: Managing risks
Overview
Risk management is all about identifying hazards and
minimising – or ‘controlling’ – the risk of them
causing an illness or injury.
The most effective way to identify risks and decide
on what action that should be taken is to carry out a
risk assessment, using the following three steps:
1.

identify the hazards

2.

assess the risks

3.

control the risks.

Employers have a legal responsibility to identify,
assess and control risks whenever:

The general manager inspects a new
machine being given a trial run, while his
engineer and safety officer watch on.



a new worksite is being set up



work processes are being planned



plant or equipment is being installed or used for
the first time



changes are made to the workplace, systems of
work, equipment used or materials handed



new information regarding work processes, equipment used or materials being handled
becomes available.

They are still working through the risk
assessment process for this machine, to
check that all hazards have been
identified and properly controlled.

In this section, we’ll look in detail at the three-step process of carrying out a risk assessment.

Here's your job
1. Have a look at the Task for this section to preview the questions
you'll need to answer at the end.
2. Work through each of the lessons for more detailed information
on the concepts covered, and complete the learning activity at
the end of each topic.
3. Complete the Task.
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Identifying hazards
A hazard is anything that might harm the health or
safety of someone. Depending on the workplace, it
could include airborne dust, sharp objects, obstacles,
electrical currents, vehicles, noise, or anything else
that might cause an injury or illness.
The most obvious way to identify hazards is to go out
into the workplace and look for them. But there are
other methods of finding potential hazards.
Here are the most common methods used to identify
hazards:


carry out a workplace inspection



talk to employees and safety representatives



check injury records



check the ‘safety hazard log book’



get expert advice from an industry consultant



review the codes of practice and other advisory
documents.

This maintenance manager is also the
safety officer for the company. As he
goes about his routine maintenance
checks, he notes any safety hazards he
sees, so he can deal with both issues at
the same time.

Learning activity
To be effective at identifying hazards, you need to know what sorts of injuries
tend to be associated with particular work conditions, or types of machines, or
certain sorts of tasks.
Have a look at the diagram on the following page to see the most common
injuries that occur to production workers in the timber industry, and the main
causes of those injuries.
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Table of injury statistics
No.

% total
injuries

1

Body part

Injury type

Injury mechanism

29%

Hand and
fingers

Laceration and open Splinters; timber kick-backs; contact with saws;
wound
maintaining machinery; nail and staple guns

2

19%

Back

Muscle and tendon
sprains and strains

Stacking, moving, lifting or carrying timber,
veneer, chipboard

3

7%

Shoulder

Muscle and tendon
sprains and strains

Stacking, moving, lifting or carrying timber,
veneer, chipboard

4

5%

Eye

Sawdust, chips,
splinters

Working with wood and various pieces of
machinery and wind blowing sawdust around

5

5%

Knee

Muscle and tendon
sprains and strains

Stacking, moving, lifting or carrying timber,
veneer, chipboard

6

5%

Wrist

Muscle and tendon
sprains and strains

Feeding timber into machines and repetitiously
handling and lifting timber

7

3%

Ankle

Muscle and tendon
sprains and strains

Stepping off forklifts or stacks of timber; tripping
over objects on the ground

8

3%

Foot and
toes

Contusions, bruising, Dropping timber or falling timber
superficial crushing

9

3%

Lower leg

Laceration and open Walking into timber or pieces of metal and hitting
wound
metal or steel while working

10

3%

Abdomen
and pelvis

Hernia

11

3%

Forearm

Laceration and open Working with or near strapping
wound

Stacking, moving, lifting or carrying timber, veneer
or chipboards

Adapted from Injury statistics for wood and paper product manufacturing, from the Queensland Employee Injury Database.
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Assessing risks
Once the hazards have been identified, they can be given a
risk rating depending on how urgently they need to be
addressed.
Below is a typical risk assessment table used to rate the
likelihood of an accident occurring and the severity of the
injury that might result. This allows you to put a priority
rating to each of the hazards identified, so that the most
serious ones can be dealt with first.

Risk
Assessment
Table

Very
likely
Could
happen
any time

Likely

Unlikely

Could
happen
sometime

Could
happen but
rarely

Very
unlikely
Could
happen but
probably
never will

Kill or cause
permanent
disability or ill
health

1

1

2

3

Long term illness
or serious injury

1

2

3

4

Medical attention
and several days
off work

2

3

4

5

First aid needed

3

4

5

6

A safety officer sits next to the yard
area while she assesses the risks
associated with forklift movements.
Being on the spot gives her a much
better idea of what all the ‘practical’
risks are, rather than simply
‘visualising’ the risks from the
comfort of her office.

Adapted from Hazpak – Making your workplace safer.
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Learning activity
Below are four hazards that have been picked up in a workplace risk
assessment. Using the table on the previous page, ranking risks from 1 to 6,
give each of these hazards a rating. You may do this exercise with a partner if
you wish, so that you can discuss the issues before you decide on an answer.

Hazard
1.

There is a shallow pothole near the entranceway to the storage shed.
Forklifts could tilt to one side if a tyre went into the hole, which might destabilise the load they were carrying.
It is likely that this could happen sometime, and if it did, it might result in
someone being injured, possibly seriously if they were standing nearby.

2.

A manually-operated docking saw has a steel plate mounted to the guard to
provide extra protection to the operator’s hands. However, the plate makes
it difficult to see the blade properly, and the operator sometimes has to
look in under the guard while they’re cutting.
Although they wear safety glasses, it is very likely that small wood chips
could fly out and hit them in the face, which may require first aid.

3.

The new overhead gantry crane will be fully installed and operational in
two more weeks, but no-one on-site knows how to use it yet.
Unless it is used properly and in accordance with strict safety procedures, it
could cause potentially fatal accidents which may happen at any time.

4.

The yardperson sometimes uses a small electric chainsaw to crosscut
beams to length. However, there are times when he has to run an extension
lead across the pedestrian walkway to get to the timber.
Although it’s unlikely, there is the chance that someone may trip over the
lead, which could result in a sprained ankle and several days off work.
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Controlling risks
Most hazards can be controlled in a variety of ways.
Obviously, the best control would be to eliminate it
completely. But that isn’t always possible.
So the most practical process for deciding on how to
address a hazard is to go through the ‘hierarchy of
controls’, starting at the top with the most effective
solution – removing the hazard from the workplace –
and working progressively down to the least
preferred option – accepting that the hazard must
remain and providing personal protective equipment
to workers who are at risk.

Hierarchy of controls

This proof grader is a much safer
machine now that the moving parts are
fully caged, and there is an emergency
stop button right in the middle at waist
height.

Below is the order you should work through in order
to find the control that is most appropriate. In many
cases, you may find that more than one control is necessary. For example, training might be
used as one of the controls with most hazards.
1. Eliminate the risk, such as through removing the dangerous machine or situation, or
changing the way the job is done
2. Substitute the hazardous machine or process with a safer one
3. Engineer a solution to control the risk, such as with guards, dust extraction systems or
other mechanical aid
4. Isolate the machine, process or area to keep employees clear of the hazard
5. Train employees to avoid the risk, such as through the use of Safe Operating Procedures
6. Issue personal protective equipment to employees, such as hearing protection, eye
protection or safety boots.
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Learning activity
In this exercise, we’ll look again at the hazards that were identified in the
learning activity for Assessing risks. The risk ratings and control measures are
now shown in the boxes below.
See if you can identify which category each of the control measures falls into from the
Hierarchy of controls. Write your answer in the box labelled ‘Type of control measure’ for
each one. Here are your choices:
Eliminate

Substitute

Engineer

Isolate

Train

PPE

Hazard 1
There is a shallow pothole near the entranceway to the storage shed. Forklifts could tilt to one
side if a tyre went into the hole, which might de-stabilise the load they were carrying. It is
likely that this could happen sometime, and if it did, it might result in someone being injured,
possibly seriously if they were standing nearby.
Risk rating: 2
Control measure 1
Tape off the area so that forklifts can’t drive over the pothole.
Type of control:
Control measure 2
Make arrangements for the bitumen to be resurfaced around the storage shed.
Type of control:

Hazard 2
A manually-operated docking saw has a steel plate mounted to the guard to provide extra
protection to the operator’s hands. However, the plate makes it difficult to see the blade
properly, and the operator sometimes has to look in under the guard while they’re cutting.
Although they wear safety glasses, it is very likely that small wood chips could fly out and hit
them in the face, which may require first aid.
Risk rating: 3
Control measure 1
Ask the maintenance staff to replace the steel plate with a Perspex plate, so that
the operator can look through it to see the blade.
Type of control:
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Hazard 3
The new overhead gantry crane will be fully installed and operational in two more weeks, but
no-one on-site knows how to use it yet. Unless it is used properly and in accordance with
strict safety procedures, it could cause potentially fatal accidents which may happen at any
time.
Risk rating: 1
Control measure 1
Enrol designated workers in a ‘dogging’ course, and make sure they are
accredited with a WorkCover licence before being allowed to use the crane.
Type of control:

Control measure 2
Require all people working in the vicinity of the crane to wear hard hats when it is
being used.
Type of control:

Hazard 4
The yardperson sometimes uses a small electric chainsaw to crosscut beams to length.
However, there are times when he has to run an extension lead across the pedestrian walkway
to get to the timber. Although it’s unlikely, there is the chance that someone may trip over the
lead, which could result in a sprained ankle and several days off work.
Risk rating: 4

Control measure 1
Buy a small petrol chainsaw and use it instead of the electric one.
Type of control:
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Task 2: Managing risks
Your task is to carry out a risk assessment in your workplace. You may choose:


a particular machine that you work with or are planning to work with



a work process that you regularly undertake, such as loading or unloading materials,
assembling components, sharpening cutters, etc.

For each of the hazards you identify:


describe the tasks where they occur



rate the risk of injury or illness from 1 to 6, using the Risk Assessment Table shown
earlier in Assessing risks.



suggest practical control measures that would minimise the risks, in keeping with the
risk rating you have given the hazard. Use the ‘Hierarch of controls’ shown on the
Controlling risks page.

Risks to be assessed:
1.

Pinch points and crush injuries

2.

Cuts, punctures or strikes

3.

Hydraulic or pneumatic leaks

4.

Electrical hazards

5.

Manual handling injuries

6.

Operator controls and isolation problems

7.

Slips and falls

8.

Personal protective equipment

9.

Lighting

10.

Fatigue management

11.

Traffic control

You will find a hard copy Risk assessment form in your Workbook. There is also an electronic
version of this form on the accompanying CD. When you have completed your risk
assessment, send it to your trainer for marking.
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Section 3: Dealing with emergencies
Overview
Emergencies are situations that are dangerous or
potentially dangerous to life, property or the
environment. In our industry, they’re most likely to
arise from a fire or industrial accident. However, in
some workplaces they can also result from a chemical
spillage or explosion.
By their very nature, emergencies occur unexpectedly
and catch people by surprise. But if the site has
already trained its staff and put procedures in place to
cope with the incident, it will be better equipped to
bring it under control quickly and minimise any
damage or injuries.
In this section we’ll discuss various types of
emergencies that workplaces need to be prepared for,
and also describe the general procedure for carrying
out an emergency evacuation.

The best way to deal with emergencies
is to be prepared.

Here's your job
1.

Have a look at the Task for this section to preview the
questions you'll need to answer at the end.

2.

Work through each of the lessons for more detailed
information on the concepts covered, and complete the
learning activity at the end of each topic.

3.

Complete the Task.
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Emergency evacuations
Most workplaces have an evacuation procedure in
place, with a designated Assembly Area for people to
go to. The evacuation procedure and site map is often
posted up in various places around the worksite.
Company Policies and Procedures Manuals generally
specify that an emergency evacuation drill will take
place periodically, so that everyone working at the
site knows what the alarm sounds like, and can
practice the process of shutting down their
equipment, leaving their work station, and going to
the assembly area to have their name marked off.

General emergency evacuation
procedure

A waste of time? Not at all.
An emergency evacuation drill might
seem like fun and games at the time, but
everyone will be very grateful they’ve had
a practice run when the real thing comes
along.

Here is a typical procedure for dealing with an
emergency evacuation situation.
Raising the alarm
If you are the first person alerted to the emergency:
1.

Notify your supervisor or manager immediately, or send another person to convey the
message to management.

2.

If it is safe to do so, attempt to control the emergency by isolating the power supply, or
using the appropriate equipment.

3.

If safe, remove any people in immediate danger of further injury from the area.

4.

Follow all directions regarding evacuation of the area from your supervisor or manager.

Evacuation procedure
If you are told to evacuate, or if you hear the emergency evacuation alarm:
1.

Stop what you are doing and switch off the power in your immediate work area, if
possible.

2.

Take the safest route to the Emergency Assembly Point, or the front gate of the site.

3.

Advise other personnel along the way to evacuate.

4.

Ensure that you have been accounted for by your supervisor or company management.

5.

Wait at the assembly point until directed otherwise by management or the emergency
services. Do not go in search of other personnel unless given explicit instructions from an
authorised person.
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Notifying emergency services
If it is your place to call the emergencies services for help, you should dial ‘000’, remain
calm, and provide the following information:


your name



location



location of the emergency



number of people injured



types of injuries sustained



assistance required; such as ambulance or fire brigade



any hazards that might exist; such as toxic fumes or spilt chemicals



contact phone number.

Vehicles drivers
If you are driving a vehicle on-site when the emergency alarm sounds, you should:


pull over to the side of the road or access way



park the vehicle, making sure it is well clear of any thoroughfare that may be needed
for emergency vehicles



leave the vehicle unlocked, with the keys in the ignition



report to the Assembly Area.

Learning activity
Answer the below questions.

1.

How are employees at your site made aware of the emergency evacuation procedures?
Are the procedures posted up in particular areas around the workplace? Is a site map
included showing the emergency assembly point?

2.

When was your last emergency evacuation drill? How did it go? Were there any
problems identified that needed to be addressed? If so, how have they been addressed?

Developed by Workspace Training – adapted from the ‘Timber Toolbox’ e-learning resource

Safety and environment - Learner guide

31

On-site fires
Combustible and flammable materials are present in
every workplace in the timber industry. Whether you
work in a transport depot, sawmill, manufacturing
plant or local timber yard, you are surrounded by
potential fuels. Quite apart from the timber stock
itself, which of course is very flammable, these fuels
could include:


sawdust, shavings and wood chips



timber offcuts and edgings



timber framing and cladding in buildings



petrol and diesel



gas



solvents and other chemicals stored on-site.

There will also be various ‘ignition sources’ that may
set these fuels alight under the right conditions, such
as:

Every business owner’s worst nightmare.
Fire can get out of control very quickly
and completely destroy a worksite if it
hasn’t got the facilities and procedures in
place to launch an immediate response.



electrical sparks from faulty machinery or loose wiring



sparks from welding activities



naked flames from matches or cigarette lighters



smouldering cigarette butts.

Prevention
The two most important prevention measures you can take to avoid the possibility of a fire
are:
1.

maintain good housekeeping

2.

keep potential ignition sources away from flammable and combustible materials.

This means that you should always try to keep the workplace clean, especially at the end of
the day before you knock off, and always make sure that any activities that may cause sparks
or flames are carried out well away from fuel storage areas. The most obvious example of this
is to avoid smoking near gas, petrol or diesel storage tanks or refuelling areas.

Fire fighting equipment
Fire extinguishers and hose reels are the most common equipment kept to fight fires on-site.
Fire extinguishers are colour coded and labelled according to their contents.
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It's very important to match the correct extinguisher to the type or class of fire. The contents
of some extinguishers may be unsuitable ― or even dangerous ― if used on the wrong type
of fire.

Classes of fire
Fire classes are categorised according to the type of material that is burning. They range from
Class A to Class F, and cover solids, liquids, gases and electrical currents.

Class

Symbol

Fuels

Examples

A

Ordinary combustible solids

Wood, paper, cloth, plastics, rubber, coal

B

Flammable and combustible Petrol, oil, paint, thinners, kerosene,
liquids
alcohol

C

Flammable gases

LPG, butane, acetylene, hydrogen,
natural gas

D

Combustible metals

Magnesium, aluminium, sodium or
potassium

E

Electrical fires

Computers, switchboards, power-boards

F

Cooking oils and fats

Cooking oils and fats usually found in
industrial kitchens
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Fire extinguisher colour codes and labels
Colour:

Solid red.

Contents: Water.
Label:

Class A fires; paper, wood, cardboard.
Dangerous if used on cooking oils, fats electrical fires.

Colour:

Red with a black band.

Contents: Carbon dioxide.
Label:

Class E fires; electrical.

Colour:

Red with a blue band.

Contents: Foam.
Label:

Class A and B fires; paper, wood, cardboard, and
flammable and combustible liquids, e.g. methylated spirits.
Dangerous if used on electrical fires.

Colour:

Red with a white band.

Contents: Dry chemical or powder.
Label:

Class A, B, C and E fires; most fires except for oils and fats.

Colour:

Red with an oatmeal band.

Contents: Wet chemical.
Label:

Class F fires; cooking oils and fats; also paper and wood.
Dangerous if used on electrical fires.

Colour:

Red with a yellow band.

Contents: Vaporising liquid.
Label:

Class A and E fires; paper, wood, cardboard and electrical.
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How to use fire fighting equipment
Fire extinguishers
To use a fire extinguisher:


pull out the pin



squeeze the handle while aiming the hose at the fire



use a sweeping action to spray the substance back and forth across
the fire, from front to back and from side to side.

Hose reels
Hose reels use water, and are only designed for Class A fires, that is,
fires involving materials such as paper, wood and cardboard. They
must never be used on fires involving fats or electrical equipment.
To use a hose reel:


turn the water on at the reel before unrolling the hose



unroll the hose, with the assistance of another person if required



turn the water on at the nozzle.

Fire blankets
Fire blankets are useful for smothering small fires associated with
cooking stoves or other high-risk electrical appliances.
To use a fire blanket:
1.

pull the tabs downwards to remove the blanket

2.

shake the blanket open, holding onto the tags

3.

hold the blanket in front of the body to form a heat shield

4.

if an appliance is on fire – place the blanket over the fire and turn off the source of the
flame

5.

if a person’s clothes are on fire – wrap the blanket around the person and roll them on the
ground.
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Learning activity
Below are the main classes of fire, from A to F. In the right hand column are
various materials, liquids and items of equipment that are likely to be involved
in a fire. Put these items in their correct class by drawing a line from the
material to the class it belongs to.

Class A

Rubber
Paper
Plastics
Alcohol

Class B

LPG
Switchboards
Acetylene

Class C

Wood
Paint
Natural gas
Cooking fats

Class D

Magnesium
Petrol
Computers

Class E

Cloth
Cooking oil
Thinners

Class F

Kerosene
Butane
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Hazardous spills
Some liquids are classified as hazardous because
they have the potential to cause harm if they are
stored or handled incorrectly. The hazardous liquids
that you’re most likely to come across in our industry
are:


fuels, such as petrol, diesel and LP gas



solvents, such as paint thinners, metholated
spirits and turps



poisons, such as pesticides and herbicides



acids, such as battery acid, or brick-cleaning
hydrochloric acid



preservative treatment chemicals, particularly in
mills involved in the pressure treatment of
timber.

Spills can be a real problem when they involve a
hazardous substance. They should always be
cleaned up straight away, no matter how small they
are.

Response for a small scale spill

Spill kits aren’t much good if the
equipment isn’t there when you need it.
The contents should be checked at regular
intervals, and re-stocked if anything is
missing.

The general response for a small scale spill is:
1.

Stop the source of the spill straight away, if it’s safe to do so.

2.

Contain the spill, using the materials in the spill kit.

3.

Clean up the spill, in accordance with the Material Safety Data Sheet (MSDS).

4. Store the clean-up waste in a sealed container.
5.

Contact a licensed waste contractor to take away the waste materials.

If a spill occurs that might harm the environment, you must tell the EPA or local council as
soon as you become aware of it.
For serious spills, or where there is any doubt about the safety of the situation, contact the Fire
Brigade on 000.
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Learning activity
Answer the following questions.

1.

What hazardous liquids do you handle at work?

2.

Is there a spill kit available to deal with spills from these liquids?

3.

Have you ever needed to use the spill kit?
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Task 3: Dealing with emergencies
Answer the following questions relating to each of these fire extinguishers:
1.

What are the contents?

2.

What classes of fires are they designed for?

3.

Which types of fires are they not suitable for?

You will find a hard-copy template for this Task in your Workbook, and an electronic version
on the accompanying CD. Once you have filled in your answers, send your completed
assignment to your trainer for marking.
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Section 4: Caring for the environment
Your job
The timber industry covers many different types of
environments, from forests and nurseries, to sawmills,
board mills and manufacturing plants, to wholesale
and retail merchants, to small manufacturers and end
users. The specific environmental care considerations
for each business will depend on where it is and what
it does.
At some sites, such as in a preservative treatment
plant, there will be very strict environmental controls
backed up by strong government regulations. At other
sites, such as in a retail timber yard, there will be the
normal issues that every suburban merchandising
outlet needs to consider.
In this section, we’ll look at the typical environmental
care issues that all businesses in the industry need to
deal with, such as:

Airborne sawdust is one of the classic
problems for timber companies involved
in milling or manufacturing. But like
every other environmental care issue,
with sound controls in place the
business can comply with the law and at
the same time show respect to its
neighbours and the surrounding
environment.



water pollution, including the pollution of
stormwater drains and local water courses



air pollution, particularly from sawdust



waste, including the disposal reuse and recycling of waste products



hazardous materials, such as fuel and preservative treatment chemicals.

Above all, environmental care depends on everyone taking responsibility for their own
actions, and thinking about the consequences of the things they do. If you apply the old
saying: Think globally, act locally, you’ll not only be doing your bit for the environment,
you’ll also be helping your company to reduce the resources it uses and the waste it throws
away.

Here's your job
1.

Have a look at the Task for this section to preview the
questions you'll need to answer at the end.

2.

Work through each of the lessons for more detailed
information on the concepts covered, and complete the
learning activity at the end of each topic.

3.

Complete the Task.
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Laws and regulations
In recent years, the laws governing environmental
protection have become much stronger. Local
councils have also introduced new regulations to
cover various activities that have an impact on the
environment.
The law states that if pollution occurs when you are
doing something and it threatens or harms the
environment, you must tell the Environmental
Protection Authority (EPA) or the local council as
soon as you can. This duty extends to everyone,
including employers, employees, and contractors.
There are stiff penalties for not acting within the law,
including large fines, and in serious cases, gaol
terms.

EPA and local council powers

If you’ve had a chemical spill or some
other incident that is potentially harmful,
it’s best to own up to it straight away and
get expert advice on how to deal with it.
That way, you can minimise the impact
and demonstrate to the authorities that
you have done everything you could to
control the situation.

In each state, the EPA regulates large industries and
the local councils regulate smaller businesses. Both
the EPA and local councils have powers to enter
premises and issue clean-up notices if there has been an incident causing pollution. They can
also both prosecute businesses that have breached environmental laws.

‘Due diligence’
All businesses have a responsibility to protect the environment. Under the law this is called
‘due diligence’. Due diligence means that the company needs to:


take all reasonable steps to prevent pollution and protect the environment



promote action to prevent environmental damage or minimise its impact



show that all that could have reasonably been done has been done to prevent an
incident from occurring



ensure that all control measures, such as sawdust blowers and chemical holding areas,
are in place and are regularly checked and maintained.
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Learning activity
Go to the Environmental Protection Authority website for your state or
territory. Look up the 'Codes of Practice' relating to environmental care. You
will probably find these under the 'Publications' link in the website's menu bar.
Look through the list and find the Codes that are relevant to the work you are
involved in. Choose one and have a look at the details of the document. Are
you familiar with the work practices described in this Code? If there are
practices relevant to your work that you are not currently following, ask your
supervisor for more information.
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Stormwater and wastewater
When stormwater runs off roofs and driveways, it
generally travels via gutters and drains to the local
creek. From there, it eventually it ends up in a river or
coastal waterway.
If stormwater is contaminated with litter, wastes, grease,
oil or other chemicals it can kill fish and other water life,
and seriously pollute the environment.
That's why it's an offence to allow stormwater to
become polluted. This includes placing substances in a
position where they can fall or be blown into a drain,
gutter or local waterway.

Keeping stormwater clean
Here's some simple things you can do to stop the
rainwater running off your premises from becoming
polluted before it goes into the stormwater drains:

It's easy to forget about where the
stormwater is going once it disappears
down the drain. But you need to remind
yourself that eventually it will rejoin an
ecosystem that supports a whole
network of plants and animals.



keep driveways and yard areas free of litter



sweep up rubbish and put it in waste bins, don't hose it into the gutter or drain



provide containers for cigarette butts



keep drains clear, so that muck isn't allowed to build up over time and stop the free
flow of water when it rains.

Dealing with trade wastewater
Trade wastewater is any wastewater produced by a
commercial or industrial activity. It includes the runoff
from industrial sprays and cooling systems, especially
when it contains contaminants like cutting compounds
from grinders, tannins from logs, and oil or grease from
the workshop floor.
Before you let wastewater go into the sewerage system,
you need to remove the contaminants, and your company
needs to get a wastewater permit from the local water
authority. This permit will specify the treatment process
required and any other standards that may apply.
Not all businesses need to put their wastewater into the
sewerage system. Some companies recycle the wastewater

One example of a treatment
process is an oil water separator.
This unit directs the wastewater
into a tank, where it skims off the
oil, which is pumped out
separately, and then discharges
the treated water into the sewer.
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on-site, and treat it so it can be used in other production processes, or for watering the garden.
Other companies collect the wastewater in drums, and have it taken to a waste disposal
station.
Remember that if you're sending wastewater to a waste facility, the transporting must always
be done by a licensed contractor.

Bunding
One of the best ways of stopping hazardous substances from
escaping and getting into the stormwater system is to use
bunding. A bund is a barrier, like a low wall, built to contain
spills or leaks.
Where possible, storage bays should also have a roof overhead
to stop rainwater from filling up the bunded area and also from
rusting the drums. However, if there are hazardous chemicals
involved, there may be special WorkCover requirements to
comply with when the roof is installed.
Bunding and a roof covering is also a good idea around plant
and machinery that's housed outside the factory walls, such as
compressors, generators and oil-water separators.

This on-site diesel tank has a
concrete bund around its base
and a corrugated iron roof to
keep the rainwater out.

Learning activity
Answer these questions designed to test your knowledge of stormwater and
wastewater.
1.

It is an offence to put substances or objects in a position where they could fall or be
blown into a local waterway, gutter or drain.
 True

2.

Stormwater is treated in the same way that sewerage is to remove pollutants before it is
discharged into a river or other waterway.
 True

3.

 False

Trade wastewater includes sewerage from toilets, sink and laundries.
 True

4.

 False

 False

A raised concrete hump around a flat driveway drain is a good idea, because it helps to
stop oil, grease and other substances from washing into the stormwater system.
 True

 False
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Dealing with waste
If you produce a lot of waste in your job, then you're
creating a lot of work for the person who has to get
rid of it. And if the waste is raw materials your
company has purchased, it can sometimes cost a lot of
money.
That’s why waste management should be all about the
3 R’s – reduce, reuse, recycle. This approach puts
disposal at the bottom of the list when you’re thinking
about how to deal with waste.

Reduce
Reducing the level of waste you
generate in the first place is the
best way to deal with it. Always
try to use raw materials as
efficiently as you can, and
minimise the amount of reject
stock you produce.

These offcuts are going into a trailer for
firewood. It’s the best firewood that
money can buy – kiln dried, gauged to
size, stress graded for structural use.
But the mill won’t get anything for this
load, because it’s waste. If someone
didn’t take it for firewood, they would
have to dump it at the tip.

Reuse
Reusing waste is another way of minimising the amount that needs to be
thrown away. Ask your suppliers whether products can be delivered in
returnable packaging, such as crates, pallets, and containers. Their delivery
trucks may be able to pick up these items when they drop off your next
order.

Recycle
Recycling waste products is now a very organised business. Recycling
companies offer commercial services for many different products,
including:


glass



aluminium



steel



plastic



paper and cardboard



toner cartridges.

Timber shavings and sawdust are also often collected by composting operations, pet shops, or
horse stables.
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Disposal
If you’re disposing of waste or storing it on-site while
it’s waiting to be picked up, you need to make sure
that it’s managed correctly. There will be different
requirements for different materials, depending on
their make-up. For example, copper chrome arsenate
(CCA) treated timber must only be disposed of in
certain landfills, approved by the EPA.
If you don’t store waste securely prior to being
collected, it may escape, particularly into the storm
water system, and your company could face a fine.
You must not bury waste on-site either – this
constitutes a landfill activity and is illegal unless your
company has an EPA waste licence.
Don’t put liquid wastes into the waste bin. Materials
in the waste bin generally go to landfill, so it should
only ever be used for dry, solid wastes. Always drain
and clean anything containing leftover fluid before
you put it in the bin.
Depending on the type of liquid it is, you can then
either recycle it on-site, treat it and discharge it, if
your company has a permit, or put it aside for removal
by a waste disposal contractor.

CCA treated timber needs to be kept
separate from other timber offcuts, so
that it doesn’t accidentally get
included in firewood or used for other
purposes that may be hazardous.
It should never be burnt, because the
arsenic is not only given off in the
smoke, it also concentrates in the
ashes.
For more information on disposing of
CCA treated timber waste, visit the
DEC web site –
www.environment.nsw.gov.au .

Collecting sawdust
Airborne sawdust can be a health hazard as well as an
annoyance to neighbours. And if it finds its way into
the waterways, it can starve fish of oxygen, and also
choke out plants.
There are two main ways of managing sawdust:
•

good housekeeping

•

collecting the dust as close to its production
source as possible.

Connecting equipment to a dust extractor is the easiest
way to control dust at its source. Cutting and sanding
equipment can be connected to a centralised dust
extraction unit via ducting, or individual equipment
can have its own extraction system.

A machine operator changes the bag
for the sawdust blower.

You can also control dust build-up by sweeping or vacuuming the area, but if you’re going to
use high-pressure air to clean an area, you should first vacuum up the worst of the dust with
an industrial vacuum cleaner or an extraction hose.
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If you’re handling preservative treated timber, you should keep the dust and offcuts separate,
and wear a mask while you’re cleaning up. The same applies to board products and other
materials that contain glues or chemical additives.

Learning activity
Below is a table showing the relative levels of recycling for different materials
in Australia.

Level of recycling for different materials
Material

% of material recycled

Plastic

13%

Timber

29%

Paper and cardboard

51%

Glass

61%

Soil and rubble

65%

Concrete

76%

Metals

85%



Make a list of materials that are recycled in your workplace.



Are there other materials that you think should be recycled but aren’t? Who can you
go to at work to suggest a better recycling system?
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Hazardous materials
In the workplace, there are various substances that
can cause harm if you don’t handle them properly.
These are called hazardous materials, and include:


fuels, such as petrol, diesel and LP gas



solvents, such as paint thinners, mentholated
spirits and turps



poisons, such as pesticides and herbicides



acids, such as battery acid, or brick-cleaning
hydrochloric acid



preservative treatment chemicals, particularly in
mills involved in the pressure treatment of
timber.

Apart from the injuries or illnesses they can cause for
people exposed to them, they can also be very
damaging to the environment if they’re allowed to
escape while they’re being handled or stored.

Material Safety Data Sheets

This pressure treatment cylinder is
being used to treat hardwood boards
with preservative chemicals. Depending
on the end-use of the boards, the
toxicity of the chemicals vary; however,
all of them are environmentally
unfriendly.
The workers involved in the treatment
process take great care to ensure that
no leakages or spillages occur outside
of the contained area where these
activities take place

You should always follow the instructions put out by
the manufacturer when you’re handling a hazardous
substance. The label will give you basic information,
but for a complete rundown on what to do in the
event of a spillage, or how to dispose of the product
safely, you’ll need to read the material safety data sheet. This sheet is simply called the
MSDS, and every manufacturer is required to produce one for each of its hazardous products.
On the following page is an example of an MSDS. This one is for a light organic solvent
preservative, or LOSP, called ‘Treatment Plus’. You can see that as well as personal safety
information, there’s a range of environmental care procedures shown that should be followed
when handling the product or cleaning up a spill.
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Guidelines to follow
Here’s some guidelines to follow on the handling and
storage of hazardous materials.


Store chemicals in a designated area, away from
stormwater drains.



Provide bunding around the storage area.



Clearly label each container with the name of the
chemical it contains.



Don’t store incompatible chemicals with each
other.



Dispose of hazardous wastes in accordance with
the EPA’s requirements for waste tracking, using a
licensed contractor and a licensed waste disposal
facility.



Check your work areas regularly to identify any
problems that might result in a spillage.

These chemical drums and containers
are in a segregated area, with a
concrete bund around the perimeter
and a steel roof overhead



In particular, make sure that drums or containers
aren’t placed where they can be knocked over by
forklifts or reversing trucks.



Never allow hazardous liquids or other chemicals to soak into the ground. Chemicals can
accumulate in the soil and seep into the ground water, causing water and land
contamination.



If chemicals spill onto unsealed areas of your property, you’ll need to take special care to
remove the contamination. Contact your local council or the DEC if your land has areas
where chemicals have soaked into the soil.
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Learning activity
Choose a product you work with that has a Material Safety Data Sheet
(MSDS). You will need to get a copy of the MSDS to answer the questions
below. Ask your supervisor for a copy if you don't know where it is normally
kept.


What is the name of the product?



What is it used for?



What is its hazard classification?



List the items of personal protective equipment recommended for handling or using
this product.



Describe the storage requirements.



Describe the procedure for cleaning up spills.



Describe the procedure for disposing of the product.
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Task 4: Caring for the environment
1.

Name 2 government bodies that are involved in regulating environmental protection in
the workplace.

2.

For each of the issues listed below, describe a problem that might occur if proper
environmental care procedures weren’t followed in your workplace. Then describe the
procedures you have in place (or should have in place) to minimise the risk of that
problem occurring.
(a) Stormwater management
(b) Waste management
(c) Air quality

3.

Name one type of environmental emergency that could occur at your workplace, and
describe how you would deal with it. Also explain how you would report the problem,
who you would report it to, and what steps your company could take to make sure it
didn’t happen again.

4.

What are the ‘3 R’s’ of waste management?

5.

For each one, name an example of how you apply this principle at work. If you don’t
already apply this practice, describe how you could do in the future.

You will find a hard-copy template for this Task in your Workbook and an electronic version
on the accompanying CD. Once you have filled in your answers, send your completed
assignment to your trainer for marking.
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RPL checklist
Unit of Competency: FPICOR3201B: Implement safety, health and environment policies and
procedures.
Below is a summary of the main skills you must possess to meet the competency requirements for
this unit.
Tick the box beside each skill you believe that you are competent in. You can then print this page
if you want to produce a hard copy to show your trainer / assessor. The Registered Training
Organisation will be able to give you advice about any ‘gap’ training you may need.

Skills you will need to provide evidence for:


Understanding and ability to follow OHS and environmental legislation and codes of
practice



Understanding and ability to follow company OHS and environmental care policies
and procedures



Ability to identify the rights and responsibilities of employees for OHS and
environmental care at different levels of authority in the organisation



Ability to carry out a risk assessment to control risks and protect the environment



Understanding and ability to follow company emergency procedures, including
emergency evacuations



Ability to identify and correctly use the different types of fires extinguishers to
control different classes of fires
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Glossary
Term

Definition

Code of practice

Technical document providing practical guidance on ways to
achieve compliance with legislation.

Duty of care

Legal principle that requires each person or organisation to take
care so that they do not cause harm to other people.

Emergency

Event that would result in injury or damage unless immediate
action is taken.

Ergonomics

Study of the characteristics of people and the way they work, in
order to improve their comfort, health and performance.

Hazard identification

Process used to identify situations where people may be exposed
to injury or illness

Hazardous substance

Substance listed by WorkCover as being a potential risk to safety
or health

Job safety analysis
(JSA )

Statement which describes how work is to be carried out, and the
control measures required to minimise the risk of injury or illness.

Material safety data
sheet (MSDS)

Summary of the properties of a hazardous chemical or product,
and information on storage, handling and emergency controls.

Personal protective
equipment (PPE)

Equipment worn by workers to reduce risks from OHS hazards.

Regulation

Legislation passed by parliament to provide more details on how
to implement the requirements of an Act.

Risk

Chance of a hazard actually causing an injury or disease.

Safe work method
statement (SWMS)

Statement which describes how work is to be carried out, and the
control measures required to minimise the risk of injury or illness.

Waste

Material that can’t be collected and recycled in any way for
further use. For solid wastes, it may describe materials that
currently go to landfills, even though some of the material is
potentially recyclable.

Developed by Workspace Training – adapted from the ‘Timber Toolbox’ e-learning resource

