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1.1 Introduction 
 

This training course is based on the national unit of competency BSBWHS414 
Contribute to WHS Risk Management. 
 
This course covers the performance outcomes, skills and knowledge required to 
contribute to identifying work health and safety (WHS) hazards; assessing WHS risks; 
and developing, implementing and evaluating risk controls appropriate to own job role 
and work area. 

 
After completing this course, participants will have the knowledge and ability to: 
 

 Access information to identify hazards and assess and control risks. 

 Contribute to compliance and workplace requirements. 

 Contribute to workplace hazard identification. 

 Contribute to WHS risk assessment. 

 Contribute to the development, implementation and evaluation of risk control. 

 
 

1.1.1 Common Terms and Definitions 
 

Term Definition  

Due Diligence 

The Work Health and Safety Act 2011 (the WHS Act 2011) imposes a specific 
duty on officers of corporations to exercise due diligence to ensure that the 
corporation meets its work health and safety obligations. In short, they have 
a responsibility to ensure that the PCBU is doing everything it should to 
ensure health and safety. 

Officers 
An ‘Officer’ is a person who makes, or participates in making, decisions that 
affect the whole or a substantial part of a corporation. This includes Health 
and Safety Representatives (HSR). 

Person Conducting a 
Business or Undertaking 
(PCBU) 

A ‘person conducting a business or undertaking’ (PCBU) replaces the term 
‘employer’. A PCBU includes all employers, sole traders, principal contractors, 
unincorporated associations, partnerships and franchisees. Volunteer 
organisations that also employ people will be PCBUs. 

A PCBU’s primary duty of care is to ensure the health and safety of everyone 
in the workplace, so far as is reasonably practicable.  

Reasonably Practicable 
Reasonably Practicable is defined as action that is, or was at a particular 
time, reasonably able to be done to help ensure health and safety. 

WHS 
Work Health and Safety. Also can be referred to as Occupational health and 
safety (OHS).   

Workers 

‘Worker’ replaces the term ‘employee’. It is defined broadly to mean a person 
who carries out work in any capacity for a PCBU.  

A ‘worker’ covers employees, contractors, sub-contractors (and their 
employees), labour hire employees, outworkers, apprentices, trainees, work 
experience students and volunteers.  
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1.2 Access WHS Information and Determine Legal 
Requirements 
 
To effectively assist with WHS compliance in your workplace, it is important that you 
access and stay up to date with current Commonwealth, state or territory WHS Acts, 
legislation, regulations and codes of practice.  
 
WHS legislation forms the basis of all requirements for site and equipment safety, 
including materials handling and all other work activities. The aim is to ensure the 
safety of everyone working on or visiting the site. 
 
Other relevant information includes organisational WHS policies and systems, and 
documents such as standards, guidance publications and alerts issued by the relevant 
WHS regulator. 
 
 
 

1.2.1 External Sources of WHS Information 
 
You may need to collect and review information from a range of external WHS information sources, including: 
 

Laws/Guidelines Explanation Example 

Acts 
These are legal requirements that must be 
followed. Failure to meet these 
requirements can lead to prosecution. 

Work Health and Safety Act. 

Regulations 

Regulations support the legislation by 
providing more detailed information on 
duties that apply to specific hazards, other 
procedures and obligations. Regulations 
cover general requirements for hazard 
identification, risk assessment and risk 
controls for risk areas. 

Work Health and Safety 
Regulations. 

Codes of Practice 

Codes of practice are a set of ethical and 
safety principles guiding the way the 
organisation operates. They are not 
mandatory, like laws, but are voluntary 
codes. They provide practical guidance on 
how to meet the standards set out in the 
WHS Act and the WHS Regulations. 

Code of Practice: How to 
manage work health and safety 
risks. 

Australian Standards 

These provide details and guidelines 
around the minimum requirements for a 
job, product or hazard control. They set 
out specifications and procedures designed 
to ensure products, services and systems 
are safe, reliable and consistently perform 
the way they were intended to. 

AS/NZS ISO 45001:2018, 
Occupational health and safety 
management systems – 
Requirements with guidance for 
use. 

 

AS/NZS ISO 31000:2018 Risk 
Management – Guidelines. 

 
External WHS information may be used by employers or employees to confirm 
compliance and stay up to date with the rules and regulations outlined in standards and 
legislation, including WHS duties and responsibilities. 
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1.2.1.1 WHS Legislation 
 
WHS legislation or acts form the basis of all requirements for site and equipment safety including materials handling and 
all other work activities. 
 
Their purpose is to ensure the safety of everyone working on or visiting the site. 
 

Finding the Right WHS Legislation 
 
You can access information about your state or territory’s WHS authority, including the current legislation, by:  
 

 Going to Safe Work Australia website.  

 Conducting an internet search for “WHS Act” and your state or territory e.g. 
“WHS Act Queensland”. 

 Asking your workplace Health and Safety Representative (HSR). 

 

Harmonisation of WHS Legislation 
 

In response to industry calls for greater national consistency, the Commonwealth, 
states and territories have agreed to implement nationally harmonised Work Health & 
Safety (WHS) legislation to commence on 1 January 2012.  
 
Harmonisation aims to develop consistent, reasonable and effective safety standards 
and protections for all Australian workers through uniform WHS laws, regulations and 
codes of practice. 
 
While not all states and territories have implemented the model WHS legislation as of 
the time of writing, it is important to be aware of these changes, as all states and 
territories will eventually implement them. 

 
 

Key Elements of WHS Legislation 
 
The following key elements of WHS legislation will impact the way you do your job, and the responsibilities of your 
workplace:  
 

 
 
Many specific details relating to WHS will be negotiated within the workplace in 
accordance with the legislation.  
 
It is important that you speak with your Health and Safety Representative (HSR) or 
supervisor for more information on how these elements will affect your day-to-day 
operations, or if you have any concerns relating to health and safety. 
  Eva
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1.2.1.2 Other Sources of Information 
 
There are several other groups and organisations who can provide good insight into WHS requirements, these may 
include: 
 

Stakeholder Description 

WHS Regulators 
WHS regulators administer WHS for each state and territory. State and 
territory WHS regulators provide guidance to PCBUs, managers and workers 
on their health and safety responsibilities at work. 

Manufacturers  

The manufacturer of any specific equipment, plant or instruments used in the 
workplace will be able to provide guidance on the safe usage of their 
products. They may also have recommendations on where to obtain proper 
training in how to best use the product if it is required.   

Representative Bodies 
Official bodies representing workers such as unions can provide advice on the 
right and responsibilities of duty holders when it comes to duty of care and 
due diligence as well as the rights of individuals in the workplace.   

 
External WHS information can be helpful when seeking general WHS guidance or compliance requirements, your 
organisation will also have internal documentation outlining more specific WHS policies and procedures.  
 
 
 

1.2.2 Internal Sources of WHS Information 
 
It is important that you know what is happening within your workplace. As well as 
keeping up to date with external information, you need to regularly review internal 
documentation.  
 
Information can be gained from a range of internal sources, including: 
 

 WHS reports. 

 WHS policies and procedures. 

 Safety Data Sheets (SDS) and registers. 

 Manufacturers’ manuals. 

 Job Safety Analysis (JSAs). 

 Risk assessments. 

 Work instructions. 

Internal information sources provide a wealth of knowledge on the specific policies and 
procedures within the organisation. Some examples of use of internal information 
sources include understanding procedures for reporting incidents at work, safe 
operation of machinery and individual position descriptions. 
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1.2.3 Locating WHS Information 
 
Some research will be necessary to obtain WHS information from within your 
organisation as well as through external sources.  
 
You will be able to access specific information relating to individuals WHS rights, duties 
and obligations through several websites, journals and/or professional associations. 
 
Nationally appliable guidance on WHS in the workplace can be located from the 
following sources: 
 

Authority Website 

Safe Work Australia – Provides lists of and links to the WHS 
regulator for each State/Territory.  

www.safeworkaustralia.gov.au 

The National Safety Council of Australia. www.nsca.org.au 

 
You will also need to keep up to date with information and data about WHS, hazard identification and workplace risks and 
risk controls. 
 

Many WHS authority websites offer a free update service for changes that impact 
industry groups. The information obtained though WHS authority websites and 
newsletters is useful for keeping updated on general industry news and high-level 
information. 
 
Most non-electronic sources such as printed books, journals and brochures or scientific 
and scholarly papers provide citations and credentials in order to ensure their reliability 
and validity.  
 
If you are using information from printed sources such as books and research, check 
how old the documents are, and whether more recent developments or progressions 
have been made. 
 
When using online information, it is important to investigate the source to ensure that it 
is valid and reliable.  
 
You need to evaluate the information you have collected to make sure it is reliable, 
accurate, current and sufficient.  

 
The internet provides a great avenue for finding information, but remember it is a 
public domain and anyone can post material. 
 
Finding the appropriate information that is relevant to your needs can be challenging. 
Be clear about the type of information you are looking for. This will help you to sort 
through all the data available and make decisions about what is relevant. 
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Review Questions 
 

1.  What are codes of practice? 
 

 

 

2.  What is the purpose of WHS legislation and acts? 
 

 

 

3.  Who could you speak with if you have any concerns relating to health and safety?  
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4.  What is the name of the authority who administers WHS for each state and territory? 
 

 

 

5.  What are WHS policies and procedures, Incident investigations and Safety Data Sheets sources of? 
 

 

 

6.  What should you check when using printed sources of information such as books or scholarly papers? 
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2.1 Workplace Risk Management Requirements 
 

Your role requires you to take part in identifying the requirements of your workplace 
policies, procedures, processes and systems for hazard identification, risk 
assessment and risk control activities. 
 
You will also be required to contribute to ensuring compliance with these 
requirements. 
 
 
 
 

 
 

2.1.1 WHS Management Systems 
 
A workplace health and safety management system (WHSMS) is a set of policies, 
procedures and plans that manage health and safety at work and minimise the risk of 
injury and illness during workplace operations. 
 
All workplaces should have a documented health and safety management system to 
ensure all work is completed safely and meets the WHS standards outlined in the WHS 
Act, WHS legislation and regulations. More than that, a systematic approach to WHS 
ensures that the policies and procedures established in the workplace to protect 
workers and visitors evolves naturally with the work and personnel. It does this through 
worker consultation, feedback, review and monitoring. 
 
To create an effective health and safety management system, you should consider: 
 

Consideration Application 

Commitment and 
accountabilities 

Senior management must be involved and committed, organisational 
structures should be in place and WHS responsibilities clearly assigned. 

Consultation Health and safety considered in job design. 

Design of work 
Good work design in place, workplace inspections, incidents are investigated 
and reported appropriately. 

Hazard and risk 
management 

Risk is monitored and evaluated according to established processes. 

Health and safety 
committees 

Committee formed from workers and managements to review and create 
WHS policies and procedures. 

Monitoring and 
evaluation 

WHS management system audit, proof that WHS policies and procedures are 
documented and reviewed, emergency procedures in place. 

Policies and procedures 
Consultation with relevant stakeholders when policies and procedures are 
created. 

Training All workers have the necessary training to complete their work safely. 
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2.1.1.1 WHS and Risk Management Policies and Procedures 
 
Workplace policies and procedures are needed to ensure that work is conducted safely, 
efficiently and systematically. Their aim is to enable quality requirements and 
timeframes to be met, and to assist in preventing injuries to workers and damage to 
goods or equipment. 
 
Each industry could have specific hazards that need to be accounted for and these will 
be documented within the WHS policies and procedures for your business.  
 
Organisational policies and procedures may include safe work practices. These are the 
recognised or recommended way of dealing with any potential or identified hazards 
found on site. 
 
WHS policies should be used to confirm the management support for the health and 
safety system used within your business in a specific way.  
 
Most businesses will have specific management policies and procedures for a range of 
hazard and emergency situations, such as: 
 

 Emergency responses, including evacuation of premises. 

 Incident and accident investigation and reporting. 

 Fire on the premises. 

 Fire on nearby premises that impact your business. 

WHS and risk management procedures will then give further specific instructions on 
how to undertake tasks in a way that is safety focused. All procedures need to be 
written with site conditions in mind. 
 
 
 

2.1.2 WHS Duty Holders 
 

Another aspect of your contribution to compliance with workplace and legal 
requirements is to identify duty holders in your organisation and determine their range 
of duties under WHS legislation. 
 
WHS responsibilities vary depending on the job role of the individual in question. As a 
guideline, the following table shows some general responsibilities for duty holders in a 
workplace setting. 

 

Stakeholder WHS Responsibilities  

PCBU 

 Consult with workers regarding health and safety matters.  

 Monitor the health of workers to minimise risks and WHS issues.  

 Exchange information about WHS risks and controls with WHS 
representatives and workers.  

 Work with HSR and workers to resolve WHS issues within the workplace 
in accordance with the agreed procedure.  

Managers and 
Supervisors 

 They follow health and safety procedures.  

 They implement health and safety procedures in their areas of control.  

 They implement, monitor and evaluate risk control measures.  

 Any workers under their control are provided with adequate 
information, instruction and training to effectively and safely complete 
their work tasks.  
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Stakeholder WHS Responsibilities 

Workers 

 Be represented by a HSR when raising WHS issues or have a defined 
system so that there is communication with management to resolve 
these issues.  

 Follow measures put in place to protect their safety such as using and 
caring for Personal Protective Equipment (PPE) or follow safe operating 
procedures.  

 Exchange information about WHS risks and controls with their PCBU 
and HSR.  

 Work with their PCBU to resolve WHS issues within the workplace in 
accordance with the agreed procedure.  

Health and Safety 
Representatives 
(HSRs) 

 Be consulted and represent workers in relation to WHS issues.  

 Be provided with information and training.  

 Attend investigations.  

 Attempt to resolve WHS issues for those workers they represent.  

Officers 

 Exercise due diligence to ensure that the business or undertaking 
complies with relevant WHS laws.  

 Ensure that there are processes in place for consulting with workers, 
and consulting, cooperating and coordinating with other duty holders.  

 
If you are ever unsure of your own WHS duties and responsibilities or those of someone else, then you may seek 
clarification from your supervisor, manager or HSR. 
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Review Questions 
 

1.  What is a workplace health and safety management system? 
 

 

 

2.  Why are WHS policies and procedures needed? 
 

 

 

3.  Who may represent workers on WHS matters? 
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2.2 Identify Workplace Hazards and Risks 
 
In order to effectively contribute to the risk management process in your workplace, it is important to determine the 
nature and scope of hazards from the information and data you have gathered.  
 
This means looking at the range of injuries, harm or damage they may cause, and how they can happen. 
 
You will also need to get information about the nature and scope of workplace risks and the risk controls that are in place 
or should be implemented. 
 

 
 
 
 

2.2.1 Hazard Identification and Risk Management 
 

A hazard is a thing or situation that has the potential to cause injury, harm or damage. 
 
A risk is the chance of a hazard hurting someone or causing some damage. 
 
If you can remove or at least control a hazard, you can reduce the risk involved. 
 
You cannot assess a risk until you identify the hazard. This is because you need to be 
aware of the hazard before you assess and control the underlying risk. 
 

 
 
Risk management is the process of reducing or managing the risks when working 
with a hazard or in a hazardous situation and should take into consideration the context 
of the organisation and workplace.  
 
The identification and control of hazards and risks is a fundamental part of keeping any 
workplace or situation ‘safe’. 
 
It doesn’t matter if the consequence is physical, emotional, mental, financial or legal. All 
care must be taken in all aspects of the workplace to ensure that harm is always 
avoided or minimised. 
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In general, the risk management process will usually include the following steps: 
 

Stage of Process Actions/Explanation  

1. Inspect work sites 
and conditions for 
hazards. 

You need to check the work environment as well as the tasks being done. 
This includes looking at how tasks are completed as well. 

During your inspection you need to make a note of any hazards that you 
identify. 

2. Check instructions, 
procedures and other 
documentation for 
guidelines on how to 
control any hazards you 
have identified. 

You need to make sure you are reading the latest information and take steps 
to apply any safety requirements listed in the instructions to manage 
hazards. 

You may need to look at work method statements (WMS), manufacturer’s 
instructions, safety data sheets (SDS) or site policies and procedures. 

3. Identify and assess 
hazards that are not 
covered in instructions, 
policies or procedures. 

You will need to look closely at these hazards and work out how bad they 
are. You can do this using a process called risk assessment where you work 
out the level of the risk by looking at the likelihood and consequence of the 
hazard occurring. 

4. Determine if hazards 
pose an unacceptable 
risk. 

You will need to look at site or organisational policies and documentation to 
work out if the risk associated with a hazard are classified as unacceptable. 

Unacceptable risks need to be managed before work is allowed to continue. 
The way you manage these hazards will depend on a range of factors. 

5. Collect information 
and update documents 
and instructions. 

You may be able to update existing policies, procedures and instructions to 
manage hazards that have a relatively low risk level. 

Gather the information relating to the hazard and update them to manage 
the risks. Then implement the new instructions and see if further action is 
required. 

6. Identify hazard 
controls for more 
serious situations. 

You will need to look at all of the possible options for managing hazards and 
lowering risk levels for any remaining hazards. This will include looking at 
resources required to carry out any controls and working out if they are a 
practical and realistic solution to the problem. 

7. Determine the best 
options for controlling 
hazards. 

You will need to work out the best course of action and prepare a detailed 
plan outlining exactly what you want to do. This plan will need to be 
approved before you can take any further action. 

 
Most organisations already have a risk management process in place. You should use your organisation’s existing risk 
management process if available. 
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