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Units of Competency and minimum required levels of reading, writing, numeracy, 
oral communication and learning skills 
 

The following table provides the level of reading, writing, oral communication and 
numeracy that is required for Mining. 
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Conduct Local Risk 
Assessment 

3 3 3 3 3 
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Activities Matrix 
 
 

Conduct Local Risk Assessment 
 
 

ACSF Levels 1 2 3 4 5 

The approach in this LLN 
workbook is to combine the 5 
macro skills of: 

Reading 
Writing 
Numeracy 
Oral Communication 
Learning 

 
throughout all activities 

   Biological effects 
 Writing an incident report 
 Describing Tools 
 Plant Hazards 
 Reducing Plant Hazards 
 Observing Risk Management 
 Chemical Procedures 
 Hazardous substance 

exposure 
 Reducing manual handling 

risks 
 Biological effects – mental 

stress 
 Incident report 
 Listening to information 
 Mobile Machinery 
 Workplace machinery 

hazards 
 Identifying hazards 
 Risk management 
 Hazardous products 
 Material Safety Data Sheet 

(MSDS) 
 Drug and alcohol policy  
 Compressed Gas Cylinder 

(CGC) Safety Procedures 

   

 
 



 

Overview 
 
The workbook will give participants the underpinning reading, writing, numeracy, oral 

communication and learning approaches to apply basic risk control processes in the workplace. 

The activities in the workbook are aligned to the ACSF Level 3 as being minimum Level of LLN skills 

to operate safely in the workplace. The workbook includes the identification and assessment of 

hazards, identifying unacceptable risk; analysing and implementing risk mangement procedures; 

and recording and reporting procedures 

 
What is a risk assessment? 

Risk assessment is the process where you: 
 Identify hazards. 
 Analyze or evaluate the risk associated with that hazard. 
 Determine appropriate ways to eliminate or control the hazard. 

 
In practical terms, a risk assessment is a thorough look at your workplace to identify those 
things, situations, processes, etc that may cause harm, particularly to people. After 
identification is made, you evaluate how likely and severe the risk is, and then decides what 
measures should be in place to effectively prevent or control the harm from happening.  

 

Why is risk assessment important? 

Risk assessments are very important as they form an integral part of a good occupational health 
and safety management plan. They help to: 

 Create awareness of hazards and risks 
 Identify who may be at risk (employees, cleaners, visitors, contractors, the public, etc) 
 Determine if existing control measures are adequate or if more should be done 
 Prevent injuries or illnesses when done at the design or planning stage 
 Prioritize hazards and control measures 

 
What is the goal of risk assessment? 

The aim of the risk assessment process is to remove a hazard or reduce the level of its risk by 
adding precautions or control measures, as necessary. By doing so, you have created a safer 
and healthier workplace. 

 



 

ACSF Level 3 
 
Some examples of macro skills at this level are: 
 
Learning 

 3.01 Negotiates Professional Development plan aligned with personal and workplace 
needs, and takes responsibility for organising the formal training component 

 3.02 Interprets visual representations of information such as diagrams and 
illustrations and comments on the usefulness of these to own learning 

 
Reading 

 3.03 Reads and interprets diagrammatic/graphic texts which are unambiguously 
presented, e.g. flow chart to describe simple operation in the workplace 

 3.04 Reads and follows information presented in technical drawings, manuals and 
work instructions, e.g. specifications for job, construction plans 

 
Writing 

 3.05 Completes workplace records and forms accurately and legibly using correct 
technical and enterprise 

 3.06 Prepares an agenda for a workplace or other community meeting 
 
Oral Communication 

 3.07 Expresses opinion and makes suggestion regarding a working procedure, 
assessment procedure 

 3.08 Attends and participates in a work or community meeting, either listening for 
specific information or following the flow of ideas and contributing as 
appropriate 

 
Numeracy 

 3.09 Uses appropriate technological devices to measure and record data and report 
and act on results, e.g. blood pressure machine, micrometer, temperature gauge 

 3.10 Works in a group to undertake a simple survey and documents the results 
including at least 1 everyday or routine graph, e.g. a workplace survey of 
worker’s OHS knowledge, accident rates 

 3.11 Identifies and explains uses and application of shapes in different contexts, e.g. 
use of 2D and 3D shapes in house or building construction, construction of 
domestic or industrial packaging 
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Activity 1 Biological effects 
 
 
When working in a mining environment you must be aware of 
your physical state at all times as a lapse in concentration can 
cause a fatal mistake. A minimum of 6 hours a night is required 
for the average person to be responsive and energetic for the 
day. No more than 6 hours work at a time without a break is 
recommended. A short 15 min break every 3 hours to move and 
stretch can improve work productivity and reduce some stress. 
When someone is suffering from fatigue they are often irritable 
and short tempered and might look like they haven’t had much 
sleep. Employees suspected of fatigue should be monitored 
carefully to ensure that no critical mistakes are made. 
 
Answer the following questions: 
 
How many hours of sleep per night is required to be fully rested? .............................................  
 
How many hours should you work before having a break? .........................................................  
 
What are the first signs of fatigue?...............................................................................................  
 
 .......................................................................................................................................................  
 
How can you tell if a workmate is overly stressed? ......................................................................  
 
 .......................................................................................................................................................  
 
Another stress that occurs is heat stress especially working in conditions in the outback. Heat 
stress occurs when the body cannot cool itself enough to maintain a healthy temperature. Heat-
related illnesses include heat rash, heat cramps, dizziness or fainting, heat exhaustion and heat 
stroke. Overexertion in hot weather, sun or bushfire exposure, and exercising or working in hot, 
poorly ventilated or confined areas can increase your risk of heat stress 
 
What are some ways you could reduce your risk of suffering from heat stress? ........................  
 
 ...................................................................................................................................................................  

 ...................................................................................................................................................................  

 ...................................................................................................................................................................  

 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
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Activity 2 Writing an incident report 
 
 
Step 1: Type of incident 
 

 Lost Time is an incident resulting in a lost time injury which does not result in a significant 
adverse (negative or harmful) effect on the safety or health of a person and was not likely 
to result in such. 

 
 High Potential Lost Time is an incident resulting in a lost time injury that either, resulted in 

a significant adverse effect on the safety or health of a person, or had the potential to 
result in a significant adverse effect on the safety or health of a person. 

 
 High Potential No Lost Time is an incident not resulting in a lost time injury, but which had 

the potential to result in a significant adverse effect on the safety or health of a person. 
 

 Fatal is an incident that results in the death of the person affected. 
 
Step 2: Summary of incident 
 
Insert a brief descriptive summary or title for the incident. This summary should concisely describe 
the incident, people and mistakes that were made. 
 
Step 3: Worksite location 
 
E.g. Ramp 4 South or 9 East Section, also give one of the general location descriptions that follow: 
Buildings, Roads, Workshops, Other Surface Locations and Underground Locations 
Include as much detail as possible to adequately describe the location. 
 
Step 4: Date of incident 
 
Step 5: Time of incident 
 
This field cannot be left blank. For an incident where an exact time is unknown, e.g. a foreign body 
lodged in eye sometime during a shift, then an estimated time must be entered, e.g. half way 
through the shift. 
 
Read the incident on the following page and fill out the incident report 
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Activity 2 Cont’d 

 

Case Study 

At approximately 7:30 am, on April 12th, 2013, six miners 
were scheduled to perform train load-out duty. One of the 
miners walked outside the warehouse and was injured when 
he fell, slipping on "black ice." * 
 
He underwent surgery for the injury, a 2” cut across the back 

of his head which had exposed some bone, at a regional 

medical centre and was subsequently released. 

The incident occurred because the walkway was not 

maintained free of snow and ice which resulted in the fall of 

the employee. The lack of effective policies and procedures 

contributed to these conditions and the resultant fall. 

 
Incident Report 
 
Type of incident :.....................................................................................  
 
Summary of incident : ...................................................................................................................  
 
 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
 
 .......................................................................................................................................................  
 
Location :  ................................................................................................  
 
Time:...............................................  
 
Date: ...............................................  
 
* Black ice refers to a thin coating of glazed ice on a surface. While not truly black, it is virtually transparent, allowing black asphalt 

roadways to be seen through it, hence the term "black ice". The typically low levels of noticeable ice pellets, snow, or sleet 
surrounding black ice means that areas of the ice are often practically invisible to drivers and thereby do not serve as a good 
indicator that they should reduce their speeds. 
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