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Section 2:
Use Tools &

Clean Up

Section 1:
Prepare for Work

Training Presentation Sections

Click on a box to go to that section.
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Section 1:
Prepare for Work
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1.1 Introduction

This course is based on the unit of competency 
RIISAM203E Use Hand and Power Tools.

You will learn about:
Planning and preparing for work.
Conducting routine checks.
Using hand and power tools safely.
Maintenance and other housekeeping tasks.

This course is based on the unit of competency RIISAM203E Use Hand and 
Power Tools.

You will learn about:

Planning and preparing for work.

Conducting routine checks.

Using hand and power tools safely.

Maintenance and other housekeeping tasks.
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1.2 Work Safely

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

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

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

Acts Laws that you have to follow.

Regulations Explain what the law means.

Codes of Practice Instructions on how to follow 
the law. 

Australian 
Standards

Guidelines for the minimum 
requirement for a job, product 
or hazard. 

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

Acts – These are laws that you have to follow.

Regulations – These explain what the law means.

Codes of Practice – These are instructions on how to follow the law, 
based on industry standards.

Australian Standards – These are guidelines that tell you what the 
minimum requirement is for a job, product or hazard.

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.
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1.2.2 Operations Documentation

Before starting your work you need to make sure 
you have access to all operations documentation for 
the job. 

Site details.
Hazard details.
Task details.
Faulty equipment procedures.
Signage.
Emergency procedures.
Equipment and work 
instructions.

Before starting your work you need to make sure you have access to all 
operations documentation for the job. This will help you to do your work in the 
safest way and make sure all work is compliant.

Operations documentation includes:

Site details – the information and safety requirements of the workplace 
environment (where you will be working).

Hazard details – any hazards in the work area or related to the work. 
This could also include instructions on how to handle dangerous or 
hazardous materials.

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

Faulty equipment procedures – isolation procedures to follow or forms 
to fill out.

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

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

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

A duty of care.
Follow your instructions.
Follow all workplace rules.
Make sure all equipment is safe to use.
Carry out your work safely.
Report any problems.

If you think something is dangerous tell your boss 
or supervisor as soon as possible.

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

To keep yourself and other workers safe you need to:

Follow your instructions.

Follow all workplace rules.

Make sure all equipment is safe to use.

Carry out your work safely.

Report any problems.

If you think something is dangerous tell your boss or supervisor as soon as 
possible.
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1.2.3 How to Keep Everyone Safe

Your worksite will also have instructions for working 
safely:

Emergency procedures.
Handling hazardous materials.
Safe operating procedures.
Personal protective clothing and equipment.
Safe use of tools and equipment.

Your worksite will also have instructions for working safely including:

Emergency procedures, including using fire fighting equipment, first aid 
and evacuation.

Handling hazardous materials.

Safe operating procedures.

Personal protective clothing and equipment.

Safe use of tools and equipment.
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Section 1 Review Questions
1. What information could you access to make 
sure your work is compliant?
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Section 1 Review Questions
1. What information could you access to make 
sure your work is compliant?

Operations documentation or work instructions.
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Section 1 Review Questions
2. List 3 things that may be included in 
‘operations documentation’.
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Section 1 Review Questions
2. List 3 things that may be included in 
‘operations documentation’.

Site details.
Hazard details.
Task details.
Faulty equipment procedures.
Signage requirements.
Emergency procedures.
Equipment and work instructions.
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Section 1 Review Questions
3. How can you make sure you meet your 
Duty of Care requirements to keep yourself 
and other workers safe?
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Section 1 Review Questions
3. How can you make sure you meet your 
Duty of Care requirements to keep yourself 
and other workers safe?

Follow your instructions.
Follow all workplace rules.
Make sure all equipment is safe to use.
Carry out your work safely.
Report any problems.
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1.3 Work Instructions

Make sure you have everything about the job 
written down before you start. 

What you will be doing. 
How you will be doing it. 
What equipment you will be using.

Make sure you have all of the details about where 
you will be working. 

The site.
Traffic.
Hazards.

You need to be clear about what work you will be doing. Make sure you have 
everything about the job written down before you start. This includes what you 
will be doing, how you will be doing it and what equipment you will be using.

Make sure you have all of the details about where you will be working. For 
example:

The Site – Is there clear access for all materials and equipment? Are 
there obstacles in the way? Is the site ready for work to begin? Are there 
power sources available for you to use?

Traffic – Are there people, vehicles or other equipment in the area that 
you need to keep an eye on? Do you need to get them moved out of the 
area? Do you need to set up barriers or signs to isolate your work area?

Hazards – Are there dangerous materials to work around or think about? 
Will you be working close to other people? Are there tripping hazards?
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1.3 Work Instructions

You also need to make sure you have all of the 
details about the kind of work you will be doing:

The task.
Tools and equipment.

You also need to make sure you have all of the details about the kind of work 
you will be doing:

The Task – What kind of materials will you be working with? How long 
do you have to complete the work? Does the job need a special type of 
hand or power tool? Will you be working alone?

Tools and Equipment – What type of hand and power tools will be 
used? Are they available?
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1.3.1 Reading and Checking Your 
Work Instructions
All work needs to follow worksite, environment and 
company safety procedures.

Procedures help to make sure that all work:
Is done in a safe way, without damaging 
equipment or putting people in unsafe 
situations. 
Is done in the correct order 
and doesn’t interrupt or get 
in the way of other work that 
is happening on the site. 

All work needs to follow worksite, environment and company safety procedures.

Procedures help to make sure that all work is done in a safe way, without 
damaging equipment or putting people in unsafe situations. They also help to 
make sure that work is done in the correct order and doesn’t interrupt or get in 
the way of other work that is happening on the site. This is especially important 
in projects that need to be completed in a particular sequence.
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