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1.1 Introduction 
 
This course is based on the national unit of competency RIIRIS401D Apply Site Risk Management System. 
 
You will learn about: 

 
 Providing information about site risk management to the work group. 

 
 Applying and monitoring participative arrangements. 

 
 Procedures for identifying training needs and providing learning 

opportunities. 
 

 Identifying hazards and assessing risks. 
 

 Controlling risks. 
 

 Maintaining written records and information. 
 
 

1.1.1 What is Risk Management? 
 
A RISK is the chance of a hazard hurting you or somebody else or causing some damage. 
 
A HAZARD is the thing or situation that has the potential to cause injury, harm or damage. 
 
RISK MANAGEMENT is the process of eliminating or controlling hazards to reduce the risks that 
people and equipment are exposed to at work.  
 
 
 
The risk management process is made up of 3 main stages:  
 

 
 
 

Risk Management Stage Action 

1. Hazard Identification 
This is where you identify all the possible events and situations in the workplace where 
people may be exposed to injury, illness or disease. 

2. Risk Assessment 

Which includes: 

a) Risk Analysis – You determine the likelihood of a hazard causing harm and the 
consequence or outcome of that hazard causing harm. This gives you a risk level. 

b) Risk Evaluation – Using the risk level you have worked out you can determine 
if the risk is unacceptable and if action needs to be taken, as well as what kind of 
action to take. 

3. Hazard Control 
This is where you choose one or more options for controlling hazards in an effort to 
reduce the risks associated with them. 

 
Monitoring and review through consultation and communication with others should occur at each stage of the risk 
management process. 
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1.1.1.1 When Does Risk Management Need to Happen? 
 
Risk management processes need to be used in response to incidents, accidents or near misses. 

 
The processes may also need to be applied for a range of different reasons 
including: 
 

 Situations where changes to the environment occur: 
 

 The worksite is constantly changing because of construction, 
demolition or the movement of plant, vehicles, equipment, stock or 
materials. 

 
 The public can easily interact with the work site. 

 
 Supervision is limited. 

 
 There is a high turnover of personnel who require training and 

orientation to complete their work safely. 
 

 Situations where the work or the work area is dangerous: 
 

 Personnel use or work near vehicles, equipment or machinery. 
 

 Personnel need to use manual handling techniques to complete their 
work. 

 
 Work is completed at heights, in confined spaces or on construction or 

mine sites. 
 

 Work requires personnel to use chemicals, work alone, or use 
explosives, tools or equipment. 

 
 Tasks and handling of materials requires specific training and 

precautions to be carried out safely. 
 

 Work is completed in remote areas. 
 

 Licences, permits or special qualifications are required to carry out 
work. 

 
 The work creates a harmful bi-product (gas, contaminant, waste). 

 
 Waste and contaminants are handled or disposed of. 

 
 Communications between personnel is crucial for the work to be done 

safely. 
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Risk management planning should also include how a risk or hazard could impact the business in terms of the following: 
 

Possible Impact Examples 

Financial Obligations 
For example, the cost of safety, cost of rehabilitation, workers compensation, fines, fees 
or charges. 

Compliance Requirements The legislation, specifications, standards and codes of practice that need to be met. 

Personal Risks 
This could include the reputation of the business or the people involved, the risk to the 
people in the organisation or the hazards caused by people. 

Equipment Risks 

Risks posed by the use of equipment during the completion of tasks or the risk/hazard 
that associated substances may cause. Site-specific policies and procedures will outline 
the risks, hazards and risk control measures associated with the equipment. During your 
initial site induction you will be introduced to the types of equipment found on the site 
and given full details of potential hazards and how any risks are controlled. 

 
Risk should not simply be limited to WHS aspects. Risk management must include contingency planning for the workplace 
and for business operations. It is particularly valuable to have a ‘what if’ system in place when determining risk. 
Contingency plans can then be made to manage the answers to the ‘what if’ question. 

 
 

1.1.2 Role of the Supervisor in Risk Management Systems 
 
Your role as a supervisor in risk management systems is to make sure: 
 

 All risk management activities meet site and safety requirements. 
 

 All activities are effective in identifying and treating risks and hazards. 
 

 All personnel involved understand what they need to do and have the 
guidance to complete their activities properly. 

 
 All information gathered by personnel is correct and relevant. 

 
 Risks are assessed properly and treated in accordance with organisational 

requirements. 

 
 Expert advice is sourced when information is unclear or potentially 

inaccurate. 
 

 All resources are organised or gathered properly for effective hazard 
treatment. 

 
 Approved hazards controls are implemented properly. 

 
 Personnel are trained in, and coached through, the implementation of 

hazard controls. 
 

 Situations are reviewed properly and hazard controls are still effective. 
 

 The process is audited and quality outcomes are being achieved. 
 

 All documentation and records relating to the process are completed 

accurately. 
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1.2 Access Risk Management Documentation and 
Procedures 
 
Check risk management documents, policies and procedures before you apply the site risk management system to: 
 

 Make sure your work is compliant.  
 

 Identify any different rules, policies and procedures on different sites. 
 

 Work out who needs to be involved in the process. 
 

 Find out what forms or records need to be completed before, during and 
after the risk management process. 

 
 
 

1.2.1 Legal Requirements and Guidelines for Risk Management 
 

Worksites and organisations need to meet a range of requirements whenever using risk management systems including: 
 

Legislation and Acts 
(Laws) 

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

Regulations 
These are explanations of what the laws mean. These may be updated more regularly 
than the laws themselves so it is important to check them regularly. Regulations can exist 
at both state and federal levels. 

Codes of Practice 
These are guidelines for applying the requirements of laws and regulations based on 
industry standards. 

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. 

The standard covering risk management is: 

AS/NZS ISO 31000:2009, Risk Management – Principles and Guidelines. 
 
 

 
Some states use OHS laws, and other states use WHS laws. They both talk about the 
same thing, but use different words or names for people. If you have any questions 
about safety rules you should talk to your boss or supervisor. 
 
WHS legislation requires employers to protect anyone at the workplace against any 
risks to their health or safety. This is done by eliminating or reducing risks as much as 
is reasonably practicable.  
 
Specific legislative requirements may also apply to employers in certain industry types 
or locations.  
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WHS Legal Responsibilities 
 
Employers should: 
 

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

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

 
 Work with WHS representatives and workers to resolve issues within the 

workplace in accordance with the agreed procedure. 
 

 
 
Employees should: 
 

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

 
 Work with their employer to resolve WHS issues within the workplace in 

accordance with the agreed procedure. 
 
 
 
 

The WHS representative should: 
 

 Represent workers in relation to health and safety issues in the 
workplace. 

 
 Attempt to resolve WHS issues for those employees they represent. 

 
Employers and workers may request intervention by external parties such as 
authorities or inspectors when WHS issues are unable to be resolved. 
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1.2.2 Sources of Risk Management System Information 
 
When planning out the process for risk management you should refer to: 

 

 
 

Any risk management processes that you use needs to meet the requirements of these sources to ensure work activities 
are compliant. 
 
 
 

1.2.2.1 Commonwealth, State or Territory Legislation 
 
Legislative requirements are detailed in WHS Acts and regulations. Examples of legislative requirements that will apply on 
worksites could include employment and workplace relations, equal employment opportunity and disability and 
discrimination legislation. 
 
Statutory rules and regulations may apply to different job sites, a task within a site or 
an entire industry or sub-industry. As these statutory guidelines are set by government 
agencies, it is essential that you research and identify these requirements. 
 
Each of the levels of government, state/territory and federal, can apply requirements to 
your worksite, which can affect overall business operations. 

 
It is important you are aware of all legislation that applies and you have fully 
researched what is required of you. 
 
 
 

1.2.2.2 Codes of Practice 
 
These include codes of practice relating to the industry, dangerous and hazardous 
goods, environmental protection and safety and health. 
 
These should be referred to as they define and provide guidance to organisations where 
elements of risk are encountered. They also provide consistency across industries so 
that organisations are referencing the same materials to maintain their compliance to 
the relevant standards. Industry Codes of Practice (federal or state or both) must be 
consulted and kept up to date. 
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1.2.2.3 Worksite Safety Management Systems 
 
This also includes workplace operating procedures and policies. These documents could include company-wide 

requirements and/or site-specific procedures. 
 

Organisations must have a commitment from management to ensure the health 
and safety of all persons in the workplace including workers, contractors, visitors 
and the general public. The WHS policy should clearly reflect this and the intent 
should not be ambiguous. 
 
Each site will have specific requirements that need to be met. These individual 
or unique requirements will be included in your site induction. 
 
As a supervisor or risk management specialist, you may be required to assist in 
the creation of these induction or site and equipment safety documents. 

 
Organisations that are in a “Principal Contractor” role are responsible for ensuring that each sub-contractor under their 
supervision has adequate systems in place to maintain WHS standards. 
 
 
 

1.2.2.4 Manufacturer’s Documentation and Handbooks 
 
These requirements will be documented in owner manuals, equipment specifications 
and operator instructions. 
 
Designers and manufacturers have a responsibility under WHS legislation to ensure that 
plant and equipment meets strict criteria for the safe operation and protection of 
workers. 
 
 
 

1.2.2.5 Safety Data Sheets 
 
These contain important information detailing how to handle dangerous or hazardous 
substances and are provided by the supplier or manufacturer. 
 
This information can help you to manage the risks involved with using the substance 
and take appropriate action in the event of a spill or incident. 
 
 
 
 
 
 
 

 
 
 

1.2.2.6 Emergency Procedures 
 
These may be different for each site and cover important information such as 
evacuation procedures, assembly areas, use of warnings, alarms and sirens, use of first 
aid or fire fighting equipment and initial response procedures for incidents or situations 
relevant to the work area or work being done. 
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1.3 Provide Information on Compliance and Risk 
Management  
 
As a supervisor it is your task to explain the relevant compliance documentation to your work team and to provide 
information on the organisation’s risk management policies, procedures and programs. 
 

 
 
 
 

1.3.1 Explaining Compliance Documentation 
 
When explaining the requirements of compliance documentation to your team, accuracy is essential.  

 
You must give detailed and concise information to ensure the team is able to 
complete all tasks in accordance with site, organisational and legal requirements. 
 
When giving information, you need to plan what you want to say before you start.  
 
This allows you to ensure you will give the right information and communicate it in 
an effective way, so that everyone can understand you. Any supporting 
documentation should be prepared before time.  

 
 
 
At all times you should consider the: 
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Information on worksites is commonly presented in: 
 

 Inductions and induction booklets. 
 

 Reports. 
 

 Documentation such as policies and procedures. 
 

 Toolbox meetings. 
 

 Pre-start meetings. 
 

 
 
All information that is presented on the site will need to be documented, so you can show the information has been 
delivered to meet any legal obligations. This documentation could come from: 
 

 Minutes of meetings. 
 

 Copies of documents and reports. 
 

 Attendance records and agendas from toolbox or pre-start meetings. 
 

 Audio files and recording of the meetings. 
 

 Other methods acceptable on site. 
 
 
 

1.3.2 Providing Risk Management Information 
 
Your organisation’s risk management policies, procedures and programs will outline how risk management tasks will be 
undertaken. 

 
This system encompasses identifying and determining the most appropriate risk 
management system for your worksite. 
 

In applying the risk management system for your site, you and your work group 
will: 
 

 Identify the risks or hazards. 
 

 Estimate the likelihood of an incident, situation or accident. 
 

 Identify the consequences.  
 

 Calculate the severity of the consequences. 
 

 Calculate the cost of the consequences. 
 

 Prioritise the identified risks – the higher the likelihood and consequence, 
the higher the priority. 
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You need to make sure that your work group understands the guiding principles and 
practices of risk management. This is important information to communicate to your 
work group because these principles and practices aim to reduce or manage the 
risks when working with a hazard or in a hazardous situation. 
 
You also need to ensure that all staff recognise that the identification and control of 
hazards and risks is a fundamental part of keeping any workplace or situation ‘safe’. 
 
 
 
 

Information about risk management for your organisation and/or worksite may 
include: 
 

 Risk management policy. 
 

 Site procedures and work instructions for hazard identification, risk 
assessment, selection and implementing of controls. 

 
 Site incident and accident investigation, risk audits and reporting 

requirements. 
 

 Site consultative arrangements for employees in the work area. 
 

 Site hazard management and reporting procedures, including procedures 
and work instructions for hazardous substances use and storage, 
dangerous goods transport and storage. 

 
 Policies, procedures and instructions for: 

 
 Site operations. 

 
 Emergencies and evacuations. 

 
 Purchasing. 

 
 Plant and equipment maintenance and use. 

 
 Site access. 

 
 Site fire response arrangements. 

 
 Site WHS arrangements for on-site contractors, visitors and members of 

the public. 
 

 Site First Aid provisions, medical practitioner contacts and instructions 
about medical attention. 

 
Policies and procedures should be specific to the site on which you are working.  
 
This is particularly important for those policies and procedures that deal with fire emergencies, hazard management and 
evacuation as well as incident and accident investigation and reporting.  
 
At all times it is vital they reflect the practices on the site. 
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Programs relating to activities undertaken on the site can sometimes be managed and administrated from a distance. 
These include: 
 

 
 
 
 

1.3.3 Explaining Hazard and Risk Information 
 
The following hazard and risk information will need to be explained clearly to the 
work group: 
 

 All identified hazards. 
 

 The appropriate risk assessment procedures.  
 

 The appropriate control measures. 
 
By providing team members with the information on how to control the risks and 
the risk assessment outcomes, you are ensuring they are aware of what to do 
when they encounter the risk. 
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1.4 Implement Consultative Processes 
 
Consultation and communication with others is an essential part of Risk Management.  
 
It should take place at all stages of the process. 
 
Risk or hazard identification and coming up with ways of controlling or treating them 
involves talking to the people with knowledge of the situation, or who are directly 
affected by any action you take. 
 
 
 
 
An important part of the Risk Management process is to demonstrate teamwork and consult with: 

 
 Supervisors. 

 
 All team members. 

 
 Employers. 

 
 The relevant health and safety representatives. 

 
 Anybody else affected by the action you intend to take. 

 
 
 
This will help to ensure that risks and hazards are not only effectively identified but that the people who are controlling 
and treating them are clear about their role and responsibilities in the Risk Management process. 
 
Consultation and communication can have the following significant benefits: 
 
Contribution to Risk or Hazard Identification – The work team has intimate 
knowledge of the work environment and will most likely be the first to identify hazards.  
 
Consultation should lead to team members feeling comfortable about reporting hazards 
without fear of intimidation or condemnation as a “whistle blower”. 
 
Development or Improvement of Solutions – Having firsthand experience with 
equipment and processes often leads to efficient and innovative solutions and/or 
improvements to hazard controls. 
 
Team Commitment to Risk Control – When the team members feel they are being 
consulted and listened to, they become stakeholders in the process and adopt 
ownership. This encourages cooperation and responsibility for actions. 
 
Ongoing Evaluation – The work team can provide valuable feedback on the 
effectiveness of the Risk Management system, with insights on how things are 
operating “at the coalface”.  
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Risk management should be a team effort and it is important that everybody knows 
what they need to do and how or if they need to change their work processes to 
suit. As a supervisor you need to conduct and monitor risk management discussions 
and meetings. 
 
This will ensure participation by all members of your work group is effective and 
individuals and parties aren’t being pressured by particular views or people. 
 
When facilitating consultation and participation in the risk management process, 
make sure you have a good mix of characteristics in your work group. You need a 
variety of views to ensure each segment of the site is represented and any relevant 
risk management issues can be raised. Each department or work area should have a 
representative.  

 
 
 
Characteristics you should look for in representatives include: 
 

 
 
 
 
Risk management consultative methods could include: 
 

Consultation Method Process 

Worker Meetings 

Meetings that encourage people to raise issues are one of the best ways of 
developing a workplace culture that raises WHS issues as they occur. 

In some industries toolbox meetings are used to raise issues. Toolbox meetings are 
short meetings that are held to keep each person in the team aware of what is 
happening in the workplace. 

WHS Committees 
By having a WHS committee you are encouraging a greater number of people to be 
approachable. This allows for flexibility in how issues are raised and employees can 
approach a person they feel comfortable with. 

Low Technology Methods 
These can be suggestion boxes, surveys and checklists. The option of low 
technology methods allows for those members of your workplace who are not 
comfortable with technology to raise issues. 

Hazard Alerts Alerts of hazards can be from manufacturers, suppliers or government agencies. 

Informal Discussions Can management improve the systems over time? 

Discussion with Team Members This can allow workers to raise WHS issues before they become large problems. 

Feedback on Safety Processes 
These safety processes could include safety audits, hazard identifications and risk 
assessment processes. 

Technology Using technology can allow for the anonymous raising of issues if necessary. 
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Regardless of how risk management issues are raised within an organisation, it is 
important that everyone feels comfortable in having their say. 
 
While the processes listed above are valid, they should not be considered to be the 
only options.  
 
Your organisation should develop a system for raising risk management issues that 
meets the needs and culture of the workplace. 
 
 
 

1.4.1 Monitoring Risk Management Consultative Arrangements 
 
Once you have developed consultative and participative arrangements, it is essential that you evaluate and monitor their 
effectiveness.  

 
You need to examine how well the processes are working within the risk 
management system. To do this you should: 
 

 Examine if the outcomes are what was required, wanted or expected. 

 
 Examine how each process has worked. Was it a smooth process? What 

problems arose during the process? 
 
Monitoring and evaluation of consultative and participative processes must be 
tailored to the workplace or organisation. Any logical and sequential system will 
work for monitoring and evaluation if it is documented and applied consistently 
across the organisation. 

 
 
 
When determining a monitoring and evaluation system, you should be considering 
the: 
 

 Culture of the organisation. 
 

 System being monitored and evaluated. 

 
 Timeframes available. 

 
 Legislative and regulatory requirements. 

 
 Reporting requirements. 

 
The most important part of any monitoring and evaluation process is ensuring the system works for you, as the risk 
management professional, and for your organisation. 
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1.4.2 Address Risk Management Issues 
 
Once a risk management issue has been raised, it is essential that it is dealt with promptly and in accordance with 

organisational consultation procedures and processes.  
 

Some of the relevant processes or procedures could include: 
 

 Involvement of employees or workers in management and planning 
meetings. 

 
 Health and safety committees or emergency management committees. 

 
 Early response to employee suggestions, requests, reports and 

concerns put forward to management. By promptly responding to 
employee’s concerns, you will be assisting to develop an organisational 
culture that values their interactions. 

 
 Formal and informal meetings to discuss any further issues or 

developments. 
 

 Counselling or disciplinary processes for a situation where there is an 
‘at-fault’ worker or contractor. 

 
 Other committees, for example, planning and purchasing. 

 
 
The way you respond to issues that have been raised during the consultation process will be determined by: 
 

 
 
 
People involved in the consultation process who may raise risk management issues could include: 
 

 Contractors. 
 

 Regulatory authorities. 
 

 Tenderers. 
 

 Project managers. 
 

 Employees. 
 

 Community members. 
 

 Customers. 
 

 Suppliers. 
 

 Any other individuals or parties involved in the process. 
 
Any issue is serious and needs your full attention, but the response could vary considerably depending on the type of 
issue that has been raised. All contributing factors will need to be assessed to determine how they impact on the possible 
response. 
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1.4.3 Report Outcomes of Consultation 
 
Once the consultation process is complete, it is essential that the outcomes are recorded and communicated to the work 

group. 
 
It is a legislative requirement that any issues raised during the consultation process 
are responded to in some manner as quickly as possible. 
 
When communicating to others the outcomes of the risk management consultation 
process it is important to use a format that is easily understood. 
 
You must meet the needs of the information being conveyed, the organisation and 
the individuals or parties receiving the information.  
 
 
 

When communicating outcomes make sure that you: 
 

 Summarise the situation or issues that have been raised. 
 

 Outline all the considerations.  
 

 Explain the identified risks or hazards. 
 

 Provide details as to how the risks or hazards will be, or are being, 
controlled. 

 
 Provide information on developing problems if any have been raised. 

 
The main methods of recording and communicating this information are presentations, summaries and written reports. 
 
 
 

1.4.3.1 Written Reports 
 
You workplace may have report templates that you are required to use. If not, when reporting on consultation outcomes 
your report should be: 

 
 Written in clear, easy to read, plain English. 

 
 Easy to understand. 

 
 Able to contain complete but concise information. 

 
 Able to flow in a logical order. 

 
When you present a report it is best to use a format that ensures the findings, causes, available options and courses of 
action will be readily understood by your audience. 
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2.1 Identify Risk Management Training Needs 
 

Training is important to ensure that each member of the workplace is able to complete 
tasks in accordance with risk management requirements. 
 
It is important to ensure you have identified any gaps in the WHS risk management 
training of both individuals and departments. 
 
A training gap is an area of knowledge or specific skill that a worker has not acquired, 
but could learn through further training and mentoring.  
 

 
 
Some examples of where gaps in training can be shown through include: 
 

 
 
 
Risk management training may be applied to areas, tasks or processes relating to: 

 
 Statutory compliance. 

 
 Work Health and Safety. 

 
 Environmental protection. 

 
 Quality assurance.  

 
 Property security. 

 
 Business risks such as: 

 
 Credit management. 

 
 Capital expenditure. 

 

 Sales and marketing. 
 

 Finance and accounting. 
 

 Any other area of the worksite that requires risk management training. 
 
At all times you will need to abide by your site and organisational training procedures 
and policies. 
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2.1.1 Documenting WHS Training 
 

WHS risk management training needs must be documented to ensure it is adequately 

provided and monitored.  
 
Most organisations will create a skills or training matrix which outlines what training is 
needed and when any licensing or certifications are due for renewal. 
 
It is advisable to appoint a designated training officer who is responsible for the 
management and documentation of all aspects of WHS training. 

 
 

2.2 Arrange Risk Management Training 
 
Once you have identified a training need or knowledge gap, you need to organise training opportunities to overcome 
these gaps.  
 
A training opportunity will come in 2 main forms: 
 

 
 
 
Accredited training is a form of training where an individual will be issued with a 
recognised certification. Accredited training is provided by training organisations, which 
are approved and accredited by the government. These could include TAFE, or private 
Registered Training Organisations (RTOs).  
 
Accredited training could encompass an entire qualification such as the Certificate IV in 
Work Health and Safety or could be simply a statement of attainment for one particular 
subject.  
 
For example if you are only studying this subject you will receive a statement of 

attainment because this is an accredited course. 
 
 

 
Unaccredited training is a type of informal training that is conducted in-house. Normally 
unaccredited training addresses specific subjects or issues. 
 
Common forms of unaccredited training could include how to implement a procedure 
for an item of machinery, or training in the use of company policies and procedures. 
 

 
 
Before determining the best solution for the identified training need, you will need to consult with a variety of people. 
These people could be: 
 

 Supervisors. 
 

 Managers. 
 

 Training officers, either in-house or specialist outside trainers. 
 

 Individuals undertaking the training. 
 
Training cannot fix every problem. By consulting with affected workers you will be able 
to determine if the issue is one that can be fixed with a training opportunity or if the 
solution to the problem needs to come from a different direction. 
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2.3 Provide Learning Opportunities 
 
Every workplace has a responsibility to provide learning opportunities for the members of the team who need training or 
support. These opportunities could come through: 
 

 Coaching. 
 

 Mentoring. 
 

 Instruction activities. 
 

 Practice of skills learnt. 
 

 Assessment of skills acquired. 
 

 Time to attend classes. 
 
 
 
By providing these opportunities, you are assisting the team as well as each individual member to achieve identified goals.  
 

It also helps ensure the skills of the team are current and usable and that team 
members are challenged and engaged. 
 
With busy work schedules it can be difficult to remember to ensure learning 
opportunities are made available.  
 
Having a regular schedule of learning opportunities is one way of overcoming 
this. 
 
To maximise the number of training opportunities available to your work group, 
you will need to ensure that management ‘buys-in’ to the benefits of training.  

 
Managers, other supervisors and senior staff will then be willing to provide time for staff to undertake the training. 
 
 

2.3.1 Coaching and Mentoring 
 
Coaching and mentoring of colleagues is a process of providing support in an 
informal manner.  
 
When working in a coaching or mentoring situation, you will need to be relaxed 
and calm with a good knowledge of what you are trying to achieve. 
 
Coaching is generally thought to involve the teaching or demonstration of a skill 
or skill set. The development of the skill in the other person then allows them to 
complete tasks unaided. 
 
 
Mentoring is a more long-term process. It assists the other person by providing:  

 
 A sounding board and someone to talk through problems with.  

 

 Another person who is willing to assist them to achieve personal and 
professional goals and aspirations. 

 
The ability to listen is essential as both a coach and a mentor.  
 
Active listening is the process of concentrating on the speaker and listening to 
them, rather than just waiting for a break in the conversation for you to 
respond.  
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2.3.2 Explaining the Risk Management System 
 
The following breakdown goes into more detail about what happens at each of the 3 main stages of the risk management 

process: 
 

Stage of Risk 
Management Process 

Tasks 

Stage 1: 

Hazard Identification 

a) Identifying 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. 

b) Checking 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. 

Stage 2: 

Risk Assessment 

a) Identifying and assessing 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. 

b) Determining 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. 

Stage 3: 

Hazard Control 

a) Identifying 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. 

b) Determining 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. 

c) Implementing approved hazard controls – Once you have approval you can 

implement the hazard controls and re-evaluate the hazards and risks. 

d) Monitoring the situation – After hazard controls have been implemented effectively 
you need to carry out monitoring and follow-up of the situation to ensure that the 
controls are effective. 


