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1.1 Introduction

These resources are based on the unit RIIGOV201E Comply with Site Work Processes/Procedures.

You will learn about:

# Planning and preparing for quality outcomes.
# Preparing work plans.

# Following procedures and standards for work.
# Adapting to changes in the work environment.

# Reporting issues.

# Completing workplace documentation.

1.1.1 Why is it Important to Comply with Sit
Procedures?

Every work site has different jobs, different conditions, different equip i quirements. All of these things
need to work together smoothly to keep the site running efficiently an

There are a range of benefits to following processes and pro:

)It keeps you and other personnel
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1.2 Working Safely

You must follow all safety rules and instructions when performing any work. If you are not sure about what you should
do, ask your boss or supervisor. They will tell you what you need to do and how to do it in a safe way.

1.2.1 Health & Safety Rules

Every workplace has to follow laws and rules to keep everyone safe. There are 4

Acts These are laws that you have to follow.

Regulations These explain what the law means.

Codes of Practice These are instructions on how to f¢ on industry standards.

LUEEITELRS ELGETCI These tell you what the mi or a job, product or hazard.

Some states use OHS laws, and other states use WHS laws. ) pout the same thing, but use different words
or names for people. If you have any questions about safety rule talk to your boss or supervisor.

1.2.2 Operations Documenta

to all operations documentation for the job. This will
rk is compliant.

Before starting your work you need to make s
help you to do your work in the safest wiy a

Oper: includes:
the information and safety requirements of the workplace
where you will be working).

Nm

&

a etails — any hazards in the work area or related to the work. This
Il

Iso include instructions on how to handle dangerous or hazardous
ials.

Task Details — instructions of what the work is or what you will be doing (this
can include diagrams or plans). Also instructions on how to safely do the job.

|
Faulty Equipment Procedures - isolation procedures to follow or forms to fill
out.

Signage - site signage tells you what equipment you need to have, or areas
that are not safe to be in.

Emergency Procedures — instructions on what to do in emergency situations,
for example if there is fire, accident or emergency where evacuation or first aid
is needed.

Equipment and Work Instructions — details of how to operate plant and
equipment and the sequence of work to be done.
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1.2.3 How to Keep Everyone Safe

WHS law says that all companies and workers need to keep themselves and other people safe while they work. This is

called a duty of care.
To keep yourself and other workers safe you need to:
# Follow your instructions.
# Follow all workplace rules. \
# Make sure all equipment is safe to use.
# Carry out your work safely.

# Report any problems.

If you think something is dangerous tell your boss or s possible.

Your worksite will also have instructions for working safely including:

# Emergency procedures, including using fire fighting equipment, firs
evacuation.

# Handling hazardous materials.
# Safe operating procedures.
# Personal protective clothing and equipment.

# Safe use of tools and equipment.

1.2.4 Identify and Confirm esponsibilities

It is important that you and the peopl r understand your roles and responsibilities for the work being
conducted on site. It helps to make su ws what is going on, who is doing what and when different
tasks need to be completed.

It also means that work can be do| a at everybody knows who is
responsible for taking action w circumstances on site change.
You need to identify your o ibility to know when you can make
decisions, or when yo% ur supervisor before you do something.

sibilities for reporting information or applying procedures need to be identified as
so that site information is current and the right decisions can be made.
our own role and responsibilities on site will depend on the type of work you are doing.
By locating and checking your work instructions and working safely you can make sure

you can act within your scope of responsibility.

Once you have identified the roles and responsibilities for your own work it is essential
that you confirm your task requirements with appropriate personnel. This is to make sure
that you can complete your job safely, effectively, and in line with site and organisational
procedures.
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Some of the personnel that you may need to speak with to confirm your roles
and responsibilities include:

# Plant operators.
# Team leaders.

& Supervisors.

Review Questions

m What are the 4 types of health and safety laws and rules?

1.

S

E List 3 things that may be included i ocUmentation’.

1.

3.

&
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E What personnel may you need to speak with to confirm your roles and responsibilities?

1.3 Prepare Work Plans

Work plans describe how to complete the tasks assigned to you or your team. Wor
formats and may include routine and non-routine tasks.

e in many and varied

Work Plan Explanation

ation, apply risk
SLAMS (Stop, Look, management practices and ap ent principles in each
Assess, Manage) Plans situation. These are the most

mining industries.

Work Method Statements

(WMS) These are another f a safety focus.
Construction Method .
Statements These are plans W a co n task will be completed.

logy that is appropriate for anyone who may need to
re of what is required of them.

Preparing work includes writing the plan down in la
use it and distributing the plan to those people

1.3.1 Considerations

When creating a work plan you wil C
Task Requirements

Task requirements should i

g Work Plans

*

*

es and material requirements.

s required to complete the tasks correctly to the required

be the activity scheduling, materials delivery, and sub-contractor
(if applicable).

ts will also include the coordination requirements between different tasks, work groups or personnel.
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Communication Requirements

== Communication requirements include:

# Internal or team communication requirements.

# External communication requirements to suppliers, testing agents,
surveillance officers, media or community liaison personnel.

You will also need to consider how communications must be conduc
| the equipment required.

Reporting Requirements

Reporting requirements will impact how you conduct tasks and activities. Knowing
these requirements allows you to plan for time to complete the reports or for time
to collect and collate the information required to go into the reports.

WHS Requirements
These will work closely with the risk assessment and management process. E
you know the WHS requirements for the tasks your team members are unde
to ensure you are able to inform the team as to what is required of them.
Traffic Management Requirements

B0 SRR oy This could include con i i ement company or having your own
. trained staff undertaki

Traffic manageme
site access or iso

The design a ic management plans is a specialised area that

requires a

4,

Environmental Requirements

The protection of the environme
members of the site. You will n
requirements so you are able
requirements.

s to be undertaken by all
ironmental protection
ans that adhere to these

Quality Requir

Each activity will ha
requirements

ments. By planning for the quality
ikely to achieve them successfully.

requirements include testing of materials and tasks,
d inspection by QA staff.
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Site Clean Up and Waste Disposal Requirements

Each project will create waste materials. Sometimes these waste materials can be
reused onsite; other times it will need to be disposed of.

In your plan you must know in advance of creating waste materials, what youfare
going to be doing with them.

Risk Management Requirements

Risk management is the process of reducing or managing the risks when working
with a hazard or in a hazardous situation.

It may involve:
# Hazard identification and reporting.
# Risk assessment.

# Implementation of controls including the use of personal protective
equipment.

1.3.2 Consultation When Creating

It is important to include relevant team members in the process work plan. This will allow you to draw on a

wide variety of experiences, which can make the planni cess e complete.
Relevant team members could include:
e ‘ ¥ + 0 rvisors or leading hands.
\ rs.
am members doing the tasks and activities.

commitment to the plan and the timeframes.

rvisor signs off on your work plans before they are implemented.
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Review Questions

m What are 3 types of work plans?

1.

E List 5 things you need to consider when creating work plans.

S
&
S
&
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2.1 Follow Requirements to Carry Out Work

Any site work that is allocated to you or your team must be completed to the required standard and within the required
timeframe.

In order to complete your tasks to the required standard and within the timeframe it is important that you know:
@) The standards that must be reached. \
@) What procedures are to be used.
@ How to use the required equipment or plant. Q

G) How to complete the task. l

es and Equipment

Most tasks will have these requirements detailed in the work instructions.

Follow all instructions carefully and check any details that you do not under:
If there is some part of the task that you are not able to safely do, you
speak with your supervisor and explain the reasons why, for example

have the right equipment, you need specific training or you ne e
help out with the task.

2.1.1 Technical Capabilities o

. °| Knowing and u ' e technical and operational capabilities and limitations

of the equipm s you to work safely to complete the task without
e se in danger.
i i imitations can be identified through the workplace
ion, or operator’s manuals and manufacturer’s specifications and
i d be located with the equipment.

s are not located with the equipment, they will be found within the
stems for your organisation.
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