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Portfolio of Evidence Workbook
Conduct a continuous risk assessment in a workplace 

(120330)

NQF Level: 3

4 Credits
Learner Agreement

I ………………………………………………………………………………… (Learner name) 

Agree to and will abide by the following terms and conditions: 

1. I will complete all Formative Assessment Activities in this Workbook to the best of my ability.

2. I understand that if I do not complete this work and file it in my Portfolio of Evidence 

3. I will not be credited for this unit standard.

4. If this book is lost or stolen, I accept full responsibility and will cover the expense of replacing it.

5. If this book is lost or stolen, I will redo and complete all work. It is my responsibility to negotiate this with the facilitator.

6. I will write my own responses to questions and will not copy from others and will not interfere with other learners Evidence Books.

	Learner Signature
	


	Formative Assessment Activities

	Unit Standard: 120330 - Conduct a continuous risk assessment in a workplace

	Learners Name:

	Marks Allocation: 


	Keep all your notes from class lectures and discussions.

Complete all work in this booklet or unless otherwise stated. If you run out of workspace, use a separate sheet of paper, write your name, ID number, activity number, and Unit Standard details each time you use a separate sheet of paper.


Formative Assessment – So 1
1. Indicate if the following statements are true or false (SO1/AC1)
10/
Most incidents in the workplace are not caused by insufficient management controls
________________

Risk Assessments are a powerful and important form of assessment and should take place continuously, as an integral part of day to day management.
________________

A continuous risk assessment is not supposed to be sophisticated or complicated but should merely aim at creating hazard awareness through hazard identification.

________________

It is not important to keep a record of any possible threat reported, regardless of whether it was considered too small or too far-fetched.
________________

To keep companies on their toes, it has become compulsory to carry out a risk assessment.

________________

If a company doesn`t comply with legislation it can suffer great losses and even be closed or stopped from continuing its activities.

________________

By performing a simple risk assessment continuously, it could prevent many disasters from happening.
________________

Please select A, B, C or D from the list below?
3/
Risk assessment should be done
	A
	Continuously
	B
	Every three months

	C
	Quarterly
	D
	Every two years


The main purpose of the Risk Assessment should be to

	A
	Identify who needs a raise
	B
	identify what the company name is

	C
	identify which employee is more successful after hours and has more friends
	D
	identify hazards with the purpose of immediately treating the possible risk


The main purpose of the Risk Assessment should be to
	A
	gather information to send feedback to KFC
	B
	gather information about employees` horoscopes

	C
	gather information to feed back to issue-based risk assessment
	D
	gather information to send the winner on holiday


2. List documentation required for conducting a continuous risk assessment (SO1/AC2) 5/
	

	

	

	

	

	

	

	


3. Please select A, B, C or D from the list below 
(SO1/AC3)
2/
Slightly harmful hazards and risks are

	A
	superficial injuries, minor cuts and bruises, etc.
	B
	a round trip to Las Vegas

	C
	superficial friendships and relationships
	D
	Fractures, amputations, etc.


Harmful hazards and risks are

	A
	Events that cause earthquakes
	B
	excuses for employees to take leave often

	C
	superficial injuries, minor cuts and bruises, etc.
	D
	lacerations, burns, concussion, serious sprains, minor fractures, etc.


4. Why is it important to involve everyone in the workplace when doing a Risk Assessment? (SO1/AC4)
4/
	

	

	


5. Indicate if the following statements are true or false
2/
Employees have an understanding of exactly how the work is carried out and will look at it from a different perspective from their manager or supervisor. _____________

Everyone involved in the activity, or exposed to the risk, must not be made aware of the findings of the Assessment. _____________

Formative Assessment – So 2
 6. List 5 things you can look at to evaluate a Hazard/Risk (SO2/AC2)
5/
	

	

	

	

	


7. Indicate if the following statements are true or false
2/
The work environment (Layout, design, equipment used, etc.) is a big factor when assessing the level of risk in the workplace _______________

The skill, capability and experience doesn`t have an influence when assessing the level of risk is a workplace. ______________

8. List The persons and tools required to conduct the continuous risk assessment (SO2/AC3)
5/
	

	

	

	

	


9. Indicate if the following statements are true or false (SO2AC4)
2/
The Occupational Health & Safety Act, 85 of 1993 requires the employer to assess the risks of their business___________________

If the employer has 2 employees, the findings must be recorded in writing ______________

10. What will happen in the following instances? Give an example for each. 6/
The employer fails to comply with legislation

	

	

	


The employer identifies, assesses and controls the risks in the workplace?

	

	

	


Formative Assessment – So 3
11. List four things to help identify hazards in the workplace and give examples

(SO3/AC1) 5/
	

	

	


Complete the table below to identify hazards and risks for an activity

5/
	Task
	Hazard
	Risk

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	RISK ASSESSMENT TITLE / TASK
	

	PROJECT NAME
	
	START DATE
	

	RISK ASSESSMENT REFERENCE NO
	
	END DATE
	

	REVISION STATUS
	
	REVISION DATE
	

	BRIEF DESCRIPTION OF WORK/ACTIVITY
	


12. Conduct a continuous risk assessment using the format below completing section A (SO2/AC3) (SO3/AC3) 20/
	REQUIRED AND EXISTING CONTROL MEASURES
	Available
	Adequate
	REMARKS

	
	Yes
	No
	Yes
	No
	

	Scope of Work (logical steps on how task will be performed)
	
	
	
	
	

	Procedures: (WI / SOP / Vendor Spec)
	
	
	
	
	

	Training, Induction, Competency Certificates, Specific Training / Other Instructions
	
	
	
	
	

	Special permits required (specify)
	
	
	
	
	

	Equipment / Tool Registers / Others (specify)
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	


	PROBABILITY LEGEND
	CONSEQUENCE / INJURY / LOSS
	RANKING

	A
	Has happened
	5
	Fatality or permanent disability or > R 1,000,000
	
	A
	B
	C
	D

	B
	Quite possible to happen (Happen during last year)
	4
	Major Injury or > R 500,000 < R 1,000,000
	5
	24
	22
	19
	15

	C
	Could Happen (No record of recent occurrence)
	3
	Average Lost time Injury or > R 250,000 < R 500,000
	4
	21
	18
	14
	10

	D
	Not likely to happen
	2
	Minor Injury or < R 250,000
	3
	17
	13
	9
	6

	PROB: Probability
	CON: Consequence
	1
	Medical Treatment only or Less or No Financial loss
	2
	12
	8
	5
	3

	HIGH RISK = 17-24
	MEDIUM RISK = 7-15
	LOW RISK  = 1-6
	1
	7
	4
	2
	1

	BASIC PPE REQUIRED FOR TASK
	□ HARD HAT       □ OVERALL       □ EAR PROTECTION     □ DUST MUSK     □ SAFETY GLASSES       

□ SAFETY FOOTWEAR        □ GLOVES           □SAFETY VEST

	ADDITIONAL REFERENCES TO TASK
	□ METHOD STATEMENT    □ MSDS     □ PLANNED TASK OBSERVATION     □ SAFE WORK PROCEDURE    □ WORK INSTRUCTION


	A
	Step No
	Task / Equipment
	Potential Hazards
	Risks
	Current Risk
	B
	Controls to Mitigate Risk
	Residual Risk

	
	
	List task/activity steps
	Potential dangers that could cause harm. List the potential hazards
	Potential Risks due to Hazard
	PROB
	CON
	Ranking
	
	It the risk is not tolerable, establish further controls to mitigate/prevent
	PROB
	CON
	Ranking

	
	1
	
	· 
	· 
	
	
	
	· 
	· 
	
	
	

	
	2
	
	· 
	· 
	
	
	
	· 
	· 
	
	
	

	
	3
	
	· 
	· 
	
	
	
	· 
	· 
	
	
	

	
	4
	
	· 
	· 
	
	
	
	· 
	· 
	
	
	

	
	5
	
	· 
	· 
	
	
	
	· 
	· 
	
	
	


Formative Assessment – So 4
 13. Please select A, B, C or D from the list below when implementing remedial action/ controls (SO4/AC1)
4/
ALSO, complete section B in the Risk Assessment above 5/
Risks must be …
	A
	avoided or eliminated
	B
	monitored and reviewed

	C
	implemented and maintained
	D
	outsourced or executed


Risks must be …

	A
	moved outside
	B
	submitted to clients

	C
	made available
	D
	contained at source


Risks must be …
	A
	adapted to work with machines
	B
	adapted to suit the individual

	C
	adapted for home
	D
	adapted to suit clients


Risks must be …

	A
	controlled through engineering
	B
	controlled through the weather

	C
	controlled through acquisition
	D
	controlled through dreaming


14. Indicate of the following statements are true or false
2/
Information, instruction and training, and providing personal protective equipment should always be considered as a last resort after the above controls have been considered. _______________

Employers should never give priority to those controls that best protect everyone exposed to the risk. ________________

15. List five triggers for the review of risk assessments (SO4/AC2)
5/
	

	

	

	

	


16. Explain why it is important to review risk assessments on a regular basis
3/
	

	

	

	

	


17. List some of the consequences of non-compliance in reviewing remedial action
5/
	

	

	

	

	


Total 100/
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	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	
This unit standard does not replace any other unit standard and is not replaced by any other unit standard. 


	PURPOSE OF THE UNIT STANDARD 


	Persons credited with this unit standard will be able to: 


(  Explain the legal and specified requirements for conducting continuous risk assessments.

(  Prepare to conduct a continuous risk assessment.

(  Conduct a continuous risk assessment.

(  Initiate remedial action and follow up on Continuous Risk Assessment. 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	(  Communications at NQF Level 2

(  Mathematical Literacy at NQF Level 2 


	UNIT STANDARD RANGE 


	NB: All the Specific Outcomes and Assessment Criteria are assessed in accordance with legal and specified requirements and - where applicable - consequences to health and safety. 

Specified requirements include legal and site-specific requirements and are contained in one or more of the following documents: 

Legal: 


(  Mine Health and Safety Act

(  Occupational Health and Safety Act

(  Chief Inspector of Mines' Directives 

Site-specific: 


(  Health and safety agreements

(  Codes of practice

(  Standards

(  Standards task procedures

(  Risk Assessments procedures

(  Occupational Health and Safety Risk Management Programme

(  Managerial Instructions

(  Mine Standard Procedures

(  List of Recorded OH&S Risks

(  Working Guides / Permits

(  MSDS

(  Equipment and Materials Specifications 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Explain the legal and specified requirements for conducting continuous risk assessments. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	The continuous risk assessment process is explained. 


	ASSESSMENT CRITERION 2 


	The relevant documentation required for conducting a continuous risk assessment is named. 


	ASSESSMENT CRITERION RANGE 


	Types of documentation include, but are not limited to: 


(  Pre use checklists

(  Planned task observations forms

(  Critical parts inspection form

(  Structured inspection checklists

(  Mine Standards

(  Procedures

(  Task directives

(  Analyses
 


	ASSESSMENT CRITERION 3 


	The relevant hazards and risks likely to be encountered during a specific continuous risk assessment are named. 


	ASSESSMENT CRITERION 4 


	The importance of conducting continuous risk assessment in a manner that fosters teamwork and avoids conflict is explained. 


	SPECIFIC OUTCOME 2 


	Prepare to conduct a continuous risk assessment. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Appropriate documentation appropriate is selected. 


	ASSESSMENT CRITERION 2 


	Various physical and environmental conditions which could exist are evaluated. 


	ASSESSMENT CRITERION 3 


	The persons, tools and the materials required to conduct the continuous risk assessment are verified as fit for purpose and available. 


	ASSESSMENT CRITERION 4 


	Consequences for not conforming to legal and specified requirements in preparing for risk assessment are explained. 


	SPECIFIC OUTCOME 3 


	Conduct a continuous risk assessment. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Hazard identification is conducted correctly. 


	ASSESSMENT CRITERION 2 


	Significant hazards are systematically identified, utilising the elected hazard identification technique. 


	ASSESSMENT CRITERION RANGE 


	Techniques include, but are not limited to: 


(  Pre use checklists

(  Planned task observations

(  Critical parts inspections

(  Structured inspections
 


	ASSESSMENT CRITERION 3 


	Relevant documentation is completed. 


	SPECIFIC OUTCOME 4 


	Initiate remedial action and follow up on Continuous Risk Assessment. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Remedial action for hazards is implemented accordingly. 


	ASSESSMENT CRITERION 2 


	Follow-up action on continuous risk assessments is implemented accordingly. 


	ASSESSMENT CRITERION 3 


	The consequences of non-compliance to the procedures for initiating remedial action and follow-up on continuous risk assessment are explained. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	(  Anyone assessing a learner against this unit standard must be registered as an assessor with the relevant ETQA or ETQA that has a Memorandum of Understanding in place with the relevant ETQA. 


(  Any institution offering learning that will enable achievement of this unit standard must be accredited as a provider by the relevant ETQA or ETQA that has a Memorandum of Understanding in place with the relevant ETQA. 


(  Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines and the agreed ETQA procedures. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	N/A 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Solve problems. By doing the continuous risk assessment, the individual will be required to embark on remedial action, which requires problem solving. 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others as a member of a team / group / organization / community. The individual will have to take reasonable care of oneself and other's safety in the workplace, which shows concern for entire team and not only oneself. 


	UNIT STANDARD CCFO ORGANISING 


	Organise and manage oneself and one's activities responsibly and effectively. As part of the team, the individual will take into account the activities around him/her and ensure that his/her actions are complementary. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, organize and critically evaluate information. When doing the continuous risk assessment, the individual will have to collect and organise information in such a way that he/she will be able to evaluate it and make decisions. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematics and language skills in the modes of oral and written presentations. Remedial action resulting from doing the continuous risk assessment, must be communicated to all relevant persons. 


	UNIT STANDARD CCFO SCIENCE 

	Use science and technology effectively and critically (showing responsibility toward the environment and health of others). Science and technology are used at the appropriate level, e.g. in interpreting data. 


	UNIT STANDARD CCFO DEMONSTRATING 


	Demonstrate an understanding of the world as a set of related systems. He/she must understand the impact of his/her or others' actions in the overall objectives of the workplace. 
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