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1.1 Introduction 
 

This training course is based on the national unit of competency 
BSBWHS409 Assist with Workplace Monitoring Processes. 
 
This unit applies to individuals who assist with using a range of measuring 
devices to identify hazards, assess risks and monitor the effectiveness of risk 
controls.  
 
The unit applies to people who work in a broad range of WHS roles across all 
industries. 
 
This unit describes the performance outcomes, skills and knowledge required 
to assist with monitoring a range of physical agents and conditions relevant 
to work health and safety (WHS).  

 
NOTE: The terms Occupational Health and Safety (OHS) and Work Health and Safety (WHS) are equivalent and generally 
either can be used in the workplace. The term WHS will be used throughout this training course. 
 
 
 

1.2 WHS Legal Requirements 
 
It is important that you access and stay up to date with current Commonwealth, 
state or territory Work Health and Safety (WHS) Acts and legislation as well as 
regulations and codes of practice. 
 
Other relevant information you will need to access includes organisational WHS 
policies and systems, and documents such as standards, guidance publications and 
alerts issued by the relevant WHS regulator. 
 
 
 
 
 

 
Some of the regulatory requirements and standards relevant to monitoring 
processes include: 
 

 Australian and international standards, such as those produced by 
Standards Australia and Safe Work Australia. 

 
 Biological exposure indices. 

 
 Commonwealth and state or territory WHS Acts, regulations and codes of 

practice. 
 

 Material Safety Data Sheets (MSDS) or Safety Data Sheets (SDS) for 
hazardous chemicals. 

 
 Exposure standards for atmospheric contaminants in occupational 

environments. 
 

 Guidance material, such as guidance notes, guides, fact sheets and 
technical reports that provide practical guidance and directions for hazard 
identification, risk assessment and risk controls. 
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Although the Acts are different in each state or territory, the basic obligations of PCBUs are the same. A PCBU must: 
 

 Take out insurance with an approved insurer covering the PCBU’s full 
liability for workers compensation and damages. 

 
 Provide a safe and healthy workplace for workers so they are not at risk of 

accident or injury because of work practices. 
 

 Make support and assistance available to a worker that suffers from work 
related injury or disease. 

 
 Report incidents or injuries. 

 
 Establish a return-to-work program. 

 
 

 
 
 
Workers have an obligation to: 
 

 Notify their PCBU of an injury as soon as possible. 
 

 Permit their nominated doctor to release information to the insurer. 
 

 Participate and cooperate with the implementation of injury management 
and return-to-work plans. 

 
 
 
 
 
 

1.2.1.2 Work Permits 
 
When monitoring risks and hazards there are various permit procedures or certification requirements that may be needed. 

While monitoring and collecting data you may be working in areas that require permits or written authorisation. This may 
apply to: 
 

 
 
For confined space work, permits are a legal requirement. 
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WHS regulations cover general requirements for hazard identification, risk assessment and risk controls for high risk 
areas, such as: 
 

 Manual handling. 
 

 Confined spaces. 
 

 Competency standards for users and operators of industrial equipment. 
 

 Occupational noise. 
 

 Plant. 
 

 Hazardous substances. 
 

 Construction work. 
 

 Storage and handling of dangerous goods. 
 

 Major hazards facilities. 
 

 Electrical safety. 
 

 Driver fatigue. 
 

 Working at heights. 
 
 
 

 
Your workplace may also be guided by other Acts and regulations related to: 
 

 Mines. 
 

 Accident compensation. 
 

 Workers compensation. 
 

 Dangerous goods. 
 

 Equipment. 
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1.2.4 Standards for Measurements 
 
In order to measure against the required standard, you will need to know what the industry standard is. 

 
Depending on the measurements you are taking, you can find this information in: 

 
 Codes of practice. 

 
 Exposure standards. 

 
 Guidance notes. 

 
 National and industry standards. 

 
 WHS regulations. 

 
 

1.2.5 Exposure Standards 
 
Exposure standards are the standards that have been set as the maximum amount 
of exposure a person or environment can withstand while still remaining relatively 
healthy. 
 
The practical use of standards is to determine how long a person should be 
subjected to a particular substance before that substance is considered to be toxic. 
 
 

 
 
At all times exposure should be kept to the barest minimum and personal protective 
equipment (PPE) used as much as possible to further reduce exposure to any 
substance considered to be dangerous.  
 
For this reason it is essential that exposure standards are identified and followed. 
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1.3 Identify Agent or Condition to be Measured 
 

Workplace monitoring is often necessary where environmental factors have 
the potential to be hazardous.  
 
This may affect one person or many in the workplace environment, or could 
have the potential to have wider reaching effects on other people in the 
area. 
 
Once you have become aware of a situation that may require action, you 
will firstly need to identify the agent or condition that has to be measured. 
 
 
 

 
 
 

1.3.1 Common Agents or Conditions 
 
Some of the common or typical physical agents and/or conditions relevant to WHS that may need to be monitored could 
include: 
 

Agent or Condition Description 

Biological Agents 

Include insects, mites and bacteria. These could range from single insects like 
spiders right though to hive circumstances or insect infestations. Biological agents 
can also include body fluids, human or animal waste, or any other contaminated 
materials.  

Electricity 
Often this is a silent killer unless it is visibly arcing. It can cause other objects in 
the area to become energised. 

Fibres, Dusts And 
Particulates 

These can have long-term effects on the health of people in the work area. 
Asbestos is a very common example that must be monitored and handled 
correctly. 

Fumes, Mists, 
Gases, And 
Vapours 

These can come from some chemicals or gaseous substances and have the 
potential build up in enclosed areas. They can be extremely dangerous and require 
specialised monitoring to ensure that environmental levels are kept within the 
correct tolerances. 

Heat And Humidity 
In their extremes these can make working conditions difficult, but also can cause 
health issues. Temperature extremes must be monitored closely. In addition the 
time of exposure can also have an influence on the methods of control. 

Light 

Incorrect levels of light can cause glare or strain on eyes. This may not only be 
uncomfortable for people concerned, but could have significant long term effects. 
Additionally, incorrect levels of light can be dangerous where people may not be 
able to see clearly in the workplace. 

Noise 

Noisy work areas can be the cause of long term damage to the sensitive fibres 
inside the ear, leading to deafness. This can be progressive and once hearing loss 
begins, there is little that can be done to help the person concerned. It is 
important to try to control the noise at its source. 

Radiation Radiation can be classed as ionising, non-ionising and laser.  

Vibration 
Can have serious effects on the body, causing problems with circulation. It can 
also cause serious damage to structures. Environmental vibration should be 
monitored closely and minimised or controlled. 
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Consultation is an important part of identifying agents in the workplace. Talk to: 
 

 Duty holders as specified in WHS Acts: 
 PCBUs or their officers. 
 Workers. 
 Other persons at a workplace. 

 
 Contractors and subcontractors. 

 
 Health and safety representatives. 

 
 Health and safety committees. 

 
 Suppliers. 

 
 WHS entry permit holders. 

 
 WHS inspectors. 

 
 WHS regulators. 

 
 WHS specialists, such as occupational hygienists or occupational 

physicians. 
 
 
 
 
 

1.3.2.1 Agent or Condition Characteristics 
 

You will need to identify the characteristics of the agents or conditions that are posing a 
risk or hazard. 
 
Some of the characteristics you need to be able to identify include: 
 

 Dosing factors that relate to the time exposed to the agent and the concentration 

levels. 
 

 How the agent affects specific parts of the body – for example the extent of 
damage to tissue, and effects such as additive antagonistic, synergism and 
potentiation. 

 
 How the agent can affect WHS. 

 
 How the agent is absorbed into the body. 

 
 Why the agent behaves in the environment, including over time and distance. 

 
 Work environments, such as confined spaces. 

 
As each agent or condition will have different characteristics, it is best to research each 
substance or hazard individually when you have an idea as to what the substance may be. 
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Defining the area for measurements may include determining aspects such as: 
 

 Area or space available – in small or confined areas, the risk potential 
could be higher than in a wider area. However, in a larger area, the 
overall impact may be greater.  

 
 Location – indoor, outdoor and geographical location can determine how 

measurements will be taken. Often the location can also determine the 
impact of the hazard. 

 
 Number of people occupying the area. 

 
 People and equipment traffic – monitors or testing devices may need 

to be placed to avoid damage or interference by the movements of 
equipment or people, or so that they don’t obstruct any workplace 
movements. 

 
 Physical features of equipment such as emitting sources. 

 
 Tasks or activities being undertaken in the area. 

 
 Other factors that may impact the sampling or collection process. 

 
 
Take into account the environmental variables, such as climatic or atmospheric 
conditions around you that may impact on measurements. For example, dust, heat and 
humidity may all affect readings. 
 
Once you have identified the target for measuring and defined the area for 
measurement, you will be able to determine the most appropriate measuring equipment 
to be used. 
 

 

1.4.1 Workplace Hazards 
 

When determining the area for measurements you will need to think about the nature 
of the work processes and the related hazards.  
 
Look for any hazards or potential hazards. Hazards in the environment may impact the 
results of your measurements or put you at risk while you are conducting 
measurements. 
 
 

 
There are 5 major types of hazards: 
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You need to examine the demands of the tasks. These demands may include: 
 

 
 
 

 
To analyse the tasks, you will need to break them down into step-by-step actions or 
components.  
 
This will help you pay more accurate attention to each detail so you can then 
analyse each action as it relates to the whole. 
 
Each step or component you separate should describe an action. It may describe 
something that is done or something that is not done. 
 

 
 
 
Next, identify any hazards involved in each of the steps. This identification must include both a hazard and an exposure to 
a hazard. 

 
Exposure refers to the placement of a worker in a danger zone.  
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1.4.1.3 Workplace Culture and Structure 
 
The culture and structure of the workplace may also have an impact on hazards. The factors impacting on hazards may 

include: 
 

 Timing of information and data provision. 
 

 Language. 
 

 Shift work and rostering arrangements. 
 

 Literacy and numeracy levels. 
 

 Cultural diversity. 
 

 Workers with specific needs. 
 

 Workplace structures (for example, size of organisation, geographical, 
hierarchical). 

 
 Management approach. 

 
 Communication skills. 

 
 Workplace culture and approach to WHS by managers, supervisors and 

workers. 
 

 Labour market changes. 
 

 Structure and organisation of workforce e.g. part-time, casual and contract 
workers, shift rosters, geographical location. 

 
 
 
 
Consider the structure of your workplace; the human resource department can help identify the characteristics of your 

work team. 
 
This information will help you to identify any particular hurdles that you might face while monitoring, then you can 
determine strategies to overcome any barriers. 
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1.5 Identify and Select Measuring Equipment 
 
To effectively collect information and data about hazards and risks, you will need to 
be able to measure and monitor them.  
 
This will require the use of various measuring equipment and monitoring strategies. 
Each agent or condition will require different equipment. 
 
You will need to ensure you select the most appropriate equipment for the agent or 
condition, the environment, the activities and the level of risk. 
 
 
 
 

 
 
Remember that each item or device you use will have its own instructions.  
 
Always refer to the manufacturer’s guidelines and specifications for use. 
 
 
 
 

 
 

1.5.1 Goniometer 
 
A goniometer is a device that measures angles or allows objects to be turned to specific angles. Goniometers can be used 
to take a range of measurements, including: 
 

 The spatial distribution of light visible to the human eye at specific angular 
positions. 

 
 Range of motion in joints, particularly for those with occupational injuries 

or permanent disabilities. 
 

 Surface tension of liquids in gas. 
 

 Cutting angles of sharp blades. 
 
 

1.5.2 Humidity Measuring Devices 
 

Humidity refers to the amount of water vapour in the air. There are various devices to 
measure and monitor humidity. The devices for measurement are called psychrometers 
or hygrometers. 
 
To monitor the humidity of buildings humidistats are used with dehumidifiers. These 
are similar to thermostats that monitor temperature. 
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1.5.5 Sound Level Meters 
 
Sound level meters measure noise levels.  

 
The meter responds to pressure changes of sounds, producing a sound level. 
 
When the noise varies, integrating sound level meters will provide the average noise for 
the sampling period. 
 
 
 
 
 

 
Noise level assessments should be conducted using a Type 2 general-purpose meter or 
a higher standard meter. 
 
Personal daily noise exposure can also be measured using a sound exposure meter or 
noise dosimeter.  
 
These are instruments that are worn on a person for a given period of time. 
 

 
 

1.5.6 Temperature Measuring Devices 
 
There are many different types of temperature measuring devices. They can be used to measure the temperature of 
many things, including: 
 

 Food. 
 

 The environment. 
 

 Storage areas. 
 

 Industrial machinery or equipment. 
 

 Water. 
 
 

 
One of the most common devices is the glass thermometer. The glass is filled with 
mercury or another liquid.  
 
As the temperature increases, the liquid expands.  
 
The temperature is determined by measuring the volume of the liquid.  
 
Other temperature measuring devices include: 
 

 Infrared. 
 

 Thermocouples. 
 

 Thermistors. 
 

 Resistance Temperature Detector (RTD). 
 

 Pyrometer. 
 

 Langmuir probes. 
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1.6 Seek Expert Advice 
 

You may come across safety problems or equipment functions that you are unfamiliar 
with. 
 
In such instances, you may need to consult an expert, technical advisor or specialist. 
 
 
 
 
 

 
Health and safety is not something that you should guess at. The measurements 
you take need to be precise so that appropriate actions can be taken.  
 
If there is no one within your organisation who has the required skills or knowledge 
to design safe work procedures, train staff or use safety equipment correctly, you 
will need to seek a specialist.  
 
In some cases, you may need expert advice to check or repair your equipment. 
 
 

 
When choosing a specialist, make sure that they have the expertise that is required.  
 
Check with your state or territory workplace safety authority for a list of approved 
specialists and advisors. 
 
Always check the references and history of any specialist that you engage. You need to 
be certain that they have the expertise to solve your problem. 
 

 
 

Review Questions 
 

16.  When might you need to seek expert advice? 
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In probability samples, a sampling error is calculated. This provides a numerical 
value for the amount that the sample may vary from the population it is 
representing.  
 
A sampling error cannot be calculated for non-probability samples. 
 
Random sampling is the ideal form of sampling. Each member of the population has 
an equal chance of being selected. 
 
 

 
Different types of sampling may include the following:  
 

Sampling Type Method/Example 

Systematic Sampling 

Involves calculating the population size and the necessary sample size to adequately 
represent the population. Then the sample is selected in intervals. 

For example, every 2nd or 100th person in alphabetical order may be chosen. This method 
is often used when selecting files or records from a computer system. 

Stratified Sampling 

Is a way of categorising the data and selecting only data in a certain category to be 
analysed. This is called a stratum, a subset of a population that shares a characteristic. 

Often a sub-sample is chosen from the stratum using random sampling techniques. For 
example, a stratum might be all the males in a population. 

Convenience Sampling 

Is when the sample is chosen because it is convenient. 

You may use this method when you are trying to gauge something and an accurate 
representation is not needed. This may not prove as reliable data as other methods of 
sampling. 

Judgement Sampling 
Is similar to convenience sampling, however the sample is chosen based on your own 
judgement. 

Quota Sampling 
Is similar to stratified sampling. You need to identify strata within your population. However, 
instead of using random sampling to choose the sample within each stratum, convenience 
sampling or judgement sampling is used. 

Snowball Sampling 
Is used when trying to find a sample with rare or unusual characteristics. In this method, 

you rely on referrals from the first subjects to identify additional subjects. 

 
 
 

2.1.1 The Sampling Plan 
 

Once you have identified the regulatory requirements, defined the area of data and 
information collection, and determined your method of sampling it is important that 
you create a sampling plan. 
 
A sampling plan should contain specific details about the measuring process and 
how it will be performed and analysed.  
 
When defining the sampling plan it is important to consult with relevant workers, 
supervisors, stakeholders and affected parties. 

 

 
Discussing the sampling plan with others will assist to further define the nature of 
the problem from a number of different perspectives, including those with first-hand 
exposure. 
 
The sampling plan must be relevant to the nature of the problem, to the activities in 
the workplace and the requirements of the industry. 
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2.2 Consultation about Data Collection and 
Monitoring 
 

Before conducting any measuring at a site, you will need to make arrangements for the 
collection of information and data.  
 
These arrangements should be made with senior management, the WHS committee or 
other authorised workers. 
 
 
 
 

 
 
 
The information and data that needs to be collected may include: 
 

 Conditions, such as activities and number of people present when 
measurements were made. 

 
 Date, time and duration of collection. 

 
 Locations where information and data were collected. 

 
 Read-outs and measurements taken. 

 
 Sampling method, for example: 

 Continuous. 
 Grab. 
 Longitudinal. 

 
 Specifications of equipment used. 

 
 
 

 
You will also need to advise those workers involved in workplace activities about 
anything required of them. 
 
It is essential that you work with senior management or others you are making 
arrangements with so that they are fully informed of their requirements, and 
understand what is to be undertaken.  
 
In order to do this you will need excellent organisational and time management skills.  
 
 
 

 
 
 
 

These skills will have assisted you to plan the sequence of tasks and timelines to be 
met, so that the workplace is fully aware of the proceedings.  
 
They will also assist you to promptly organise the collection of information and data, as 
time may be an important factor. 
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The items covered in the inspection will vary depending on the equipment that you are using. Your workplace should have 
safe work procedures or a checklist to guide you. The checklist may include: 
 

 
 
 
 
Any equipment that is considered to be inoperable must be tagged out, isolated and reported in accordance with your 
workplace requirements.  
 
Inoperable equipment or resources should not be used for any testing activities until 
after they have been checked in accordance with the manufacturer’s specifications or 
recommendations. 
 
 
 
 
 
 

2.3.1 Calibration 
 

Once you have selected and obtained the appropriate equipment for monitoring 
activities, you will be required to calibrate or set up the equipment on site and 
adjust it to meet the relevant operating criteria or standards.  
 
This ensures consistency in reporting and minimises the chance of false readings.  
 
Near enough is not good enough when accuracy is important. 
 
 
 
 
 

 
 
Incorrect calibration of equipment can lead to people in the workplace being potentially overexposed to a hazard, or it 
may prohibit a hazard from being effectively controlled. 
 
Always check the scale of the equipment. The wrong unit of measure or the 
incorrect setting for the region may have significant impacts on the measurements 
and the reporting of the results. 
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2.5 Use and Maintain Equipment 
 
Correct use of measuring and monitoring equipment is important so that you can accurately and safely collect the 
necessary information and data.  
 

 
 
 
When using the equipment, you must consider the following: 
 

 Is the item right for the job? Guidelines will be included in the owner or 
operator’s manual. 

 
 How to calibrate and adjust the equipment according to the manufacturer’s 

requirements. 
 

 The requirements for fitting or placing the equipment. 
 

 The techniques for safe use of the equipment. 
 

 Any limitations on the use of the equipment. 
 

 Any safety features such as alarms that may be included with the equipment. 
 
 

 
 

You must also consider the safety requirements for the equipment. 
 
This should include any requirements for personal protective equipment (PPE) and 
the safe fitting and use of ancillary WHS equipment associated with monitoring and 
testing. 
 
In order to use the equipment correctly, you will require sound technical skills. 
 
These skills will assist you to calibrate and adjust the equipment, to accurately read 
scales and dials applicable to the selected hazards, to identify warning alarms and to 
identify faults with the equipment. 
 
 
 

 
 
 

It is essential that equipment be maintained according to manufacturer’s 
specifications and workplace policies and procedures.  
 
Maintenance is important so that the equipment stays in optimum working condition 
for safety and reliability, and gives consistent results over a long period of time. 
 
In most cases good quality measuring and monitoring equipment is expensive and 
therefore you do not want to be replacing the equipment too frequently.  
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2.7 Collect Data and Record Readings 
 
Data collection is the process of taking the readings from the equipment, recording 
it in an appropriate manner and using the readings to evaluate the situation and 
create reports. 
 
All readings from the equipment are considered to be data and will need to be 
stored in accordance with organisational policies and requirements. 
 
When collecting data make sure you are as accurate as possible with the 
information you record. Don’t forget to take into account the environmental 
variables present. 
 
 
 
 
Apart from the readings, other information that may be necessary includes: 
 

 
 
 

 
 
 

 
It is hard for a WHS professional to have adequate technical skills and enough 
specialist knowledge of every agent or condition to read and interpret test results 
adequately.  
 
For this reason it is important that readings are taken utilising professional 
evaluation and advice from subject matter experts.  
 
Subject matter experts can be found through external sources such as industry 
bodies or through recommendations from members of your team. 
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2.8 Dismantle and Clean Equipment 
 

It is vital that all monitoring and testing equipment that has been used is dismantled 
as required and is fully cleaned before being stored.  
 
Dismantling and cleaning should be done within the designated area to confine any 
contaminated materials and soils to the one location. 
 
Monitoring and testing equipment must be dismantled and cleaned according to the 
manufacturer’s specifications and organisational procedures and policies. 
 
 

 
 
 
These could include: 
 

 Specific chemicals to be used or avoided for cleaning. 
 

 Specific methods and order of dismantling equipment. 
 

 Particular routines for cleaning of equipment. 
 

 Drying requirements for equipment. 
 
 
 

 
During the process of ensuring the equipment is cleaned appropriately, you should 
take the opportunity to maintain the equipment by checking it for: 
 

 Damage. 
 

 Wear. 
 

 Corrosion. 
 

 Any other faults or defects. 
 
 
 

 
 
Any faults found should be reported and the equipment should be tagged and 
isolated in line with workplace procedures. 
 
Some devices, materials or parts of equipment may need to be disposed of after 
use. 
 
Ensure that you are aware of and follow your organisation’s procedures for disposal 
if this is required. 
 
 

 
 
It is essential that the dismantling, cleaning or disposal process is carried out 
correctly. 
 
If you are unsure of the procedures that should be applied, speak with your 
supervisor or other experienced workers, or consult your organisational policies and 
procedures. 
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2.10.1 Analysing Results and Data 
 
Analysis of the results is a process of reading the data and determining where the 

results ‘fit’ in the scale of the standard.  
 
While direct comparison between the results and the standards makes life easier for 
all, it is rarely possible to achieve in practice.  
 
This is where your data analysis skills are required.  
 
You will need to look at your test results and analyse where your test results fit on 
the scale referred to in the standard. 
 
 
 
 
 
 
 

 
Common questions you should consider about the data could include: 
 

 Are the results accurate? 
 

 Are the results conclusive? 
 

 Do the results exceed recommendations or specified standards? 
 

 Do the results require additional testing or monitoring events? 
 

 What are the limitations of this data? 
 

 Do the results trigger further actions, according to either the standards or 
organisational requirements? 

 
 

 
 
 

2.10.2 Numeracy Skills 
 
In interpreting and analysing the data you may require advanced numeracy skills. 
 
In some cases, complex mathematical formulae may need to be applied to the data to give the desired results. 
 
Commonly when referring to measurements that require mathematical skills you will 
be working with: 
 

 Units of measurement. 
 

 Logarithmic scales.  
 

 Decimals. 
 

 Order of magnitude. 



 

BSBWHS409 Assist with Workplace Monitoring Processes 
Learner Guide 

Page 53 

2.10.3.1 External Sources 
 
You will need to collect and review information from a range of external information 

sources, including: 
 

 Australian and industry standards.  
 

 Australian Bureau of Statistics (ABS). 
 

 Australian Safety and Compensation Council. 
 

 Databases with national and state injury data such as National Industrial 
Chemicals Notification and Assessment Scheme (NICNAS). 

 
 PCBU groups. 

 
 Internet, journals, magazines. 

 
 Legislation, codes of practice and standards. 

 
 Manufacturers' manuals and specifications. 

 
 WHS authorities.  

 
 WHS legislation and codes of practice. 

 
 WHS professional bodies. 

 
 WHS specialists. 

 
 Research literature. 

 
 Technical information and data. 

 
 Unions and industry bodies. 

 

 Websites. 
 
To access this information you will need to apply the various technology and 
communications media available in your workplace, including websites, databases or 
emails. 
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2.11 Prepare Reports and Present Information 
 
You will need to prepare a report to communicate your findings on the monitoring process. The purpose of the report may 
be to: 
 

 Provide a basis for design of improved and/or new risk controls. 
 

 Communicate the results and ramifications of monitoring to individuals and 
parties. 

 
 Identify hazards. 

 
 Meet legal compliance requirements. 

 
 Perform a risk assessment. 

 
Think carefully about why you are writing your report. This will help you select an appropriate tone, format and 
presentation style. 
 
 
 

2.11.1 Target Audience 
 
When preparing your report, you need to consider who you are going to present it to. This is called your target audience. 
 

The way you present your document and the type of language you use will depend 
on the target audience. Some reports will have more than one audience. Your target 
audience may include:  
 

 Contractors, such as hygienists, involved in sampling methodologies and 
procedures. 

 
 Designers and engineers. 

 
 Individuals and parties. 

 
 Health and safety committees or representatives. 

 
 Managers, supervisors or PCBUs. 

 
 Senior management. 

 
 Stakeholders. 

 
 Clients. 

 
 
 
To start with, you should make a list of all the people who may read your report. 
You should then determine for each one if they are: 
 

 The primary audience. 

 
 The secondary audience. 

 
 The immediate audience. 
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Where there are wide variances in the target audiences, you may need to consider 
creating different versions of the document.  
 
For example, you might provide a full report to senior management and then a 
summarised report to relevant stakeholders. 
 
Some information included in your report may be commercially sensitive, private or 
confidential. Your workplace will have policies and procedures surrounding who can 
access this type of information.  
 
You should check who has authority to view the information included in your report 
before distributing it. 
 
If you are in doubt, always ask a supervisor or manager before distributing 
information. 
 
 
 
 
 
 

2.11.2 Report Structure  
 
A report should be divided into the following broad divisions: 
 

 
 

 
These should include the following topics: 

 
 Agent/condition being monitored and key issues associated with it. 

 
 Target audiences for report. 

 
 Sampling process: 

 Conditions at time of sampling, including whether or not the sampling 
period represented normal operating conditions. 

 How measurements were taken. 
 Locations where samples were taken. 

 
 Where, when and why measurements were taken. 

 
 Specifications of equipment used. 

 
 Tables of results. 

 

 Interpretation and discussion of results. 
 

 Ramifications for workers and the workplace. 
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The methodology section explains how you conducted the research. It should 
include all methods used, including your: 
 

 Sampling method. 
 

 Equipment choice. 
 

 Calibration of equipment. 
 

 Where and when measurements were taken. 
 
 

 
 
The results section provides an overview of your results. Essentially, this should 
contain your raw data and highlight the key findings. 
 
In the discussion section you should explain the relevance of your results.  
 
You should also explain how your results compared to the other research you 
discussed in your literature review. 
 
 
 
 

 
 
This is followed by the recommendations section. In this section, explain what needs 
to be done as a result of your findings. 
 
The conclusion section should summarise your key findings. 
 
As you write the body of the report, remember to use objective language. 
 
 
 
 

2.11.2.3 Supplementary Material 
 
In a research report you will need to include a references page. This should include all of the references or background 
information you referred to in your report. 
 
You may also need to include appendices.  
 
These will often be additional material required to support your claims, such as raw data or transcripts from interviews. 
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2.11.5 Meeting Deadlines 
 
Your report is likely to be required by a certain date. When you have a deadline, you must meet it. 

 
To ensure you complete the report on time, plan out all the tasks involved in writing it. 
 
Once you have planned out your tasks and prioritised them, you need to develop a schedule. Scheduling is where the 
objectives you set are placed on a timeline and given expected completion dates. 
 

 
 
 
You need to look at the time you have available and plan how you will use it to meet your objectives.  
 
Effective scheduling will help you to: 
 

 Minimise stress. 
 

 Understand what you can realistically achieve. 
 

 Make the best use of your time. 
 

 Leave enough time to meet your highest priorities. 
 

 Leave enough time to manage contingencies. 
 
 
 

There are many scheduling tools available to help you. These include: 
 

 Diaries. 
 

 Calendars. 
 

 Paper-based organisers. 
 

 Personal Digital Assistants (PDAs). 
 

 Microsoft Outlook. 
 

 GoalPro6. 
 
The type of tool you use is up to you. It will depend on your preference and your budget. 
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2.12 Record Keeping Systems 
 
Keeping records of the risk management process, including the details of measurements, sampling and monitoring, 
demonstrates potential compliance with the WHS Act and Regulations. It also helps when undertaking subsequent risk 
assessments. 
 
Keeping records of the risk management process has the following benefits. It: 
 

 Allows you to demonstrate how decisions about controlling risks were 
made. 

 
 Assists in targeting training at key hazards. 

 
 Provides a basis for preparing safe work procedures. 

 
 Allows you to more easily review risks following any changes to 

legislation or business activities. 
 

 Demonstrates to others (regulators, investors, shareholders, 
customers) that work health and safety risks are being managed. 

 
 

 
 
 
Some of the most common records in the workplace are accident and incident 
reports.  
 
These records contain information about injuries and illnesses sustained in the 
workplace.  
 
They are a vital component of identifying potential hazards and controlling risks.  
 
It is also a legal requirement to keep records.  
 
 
 
 

 
 
 
The detail and extent of recording will depend on the size of your workplace and 
the potential for major work health and safety issues.  
 
Each state or territory has its own requirements on the information that needs 
to be kept and the period for which it must be retained. 
 
You should ensure that everyone in your workplace is aware of record-keeping 
requirements, including which records are accessible and where they are kept. 
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Some companies will use record management software. 
 
The software should be integrated with other office applications to facilitate the 
management of records created within those applications. 
 
Other organisations will create their own tools for managing records.  
 
The system may simply include the provision of handbooks explaining the 
importance and value of records and how to manage them effectively. 
 
Performance monitoring charts and checklists and graphical representations can be 
used to illustrate the performance of the record management system and to provide 
insight into where improvements are needed. 
 
 
 
 
 
 

2.12.2 Privacy Requirements 
 

There are federal and state and territory legislation and regulations surrounding 
privacy. These laws need to be applied to your record keeping system. 
 
Under these laws, any personal information you acquire during your work activities, 
including workplace monitoring processes, must be kept confidential. 
 
This could include information relating to injuries or illnesses, occupationally 
acquired or not. 
 
 
 
 

 
You may also need to explain to others the requirements for the maintenance of records that relate to workplace injuries 
and disease.  
 
Each state and territory may have slight variations in this legislation, so you should check the most current requirements 
before advice is offered. 
 

 




