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 Small Business Assistance & Advisory Service  

 

Workplace Health and Safety Guidelines – Managing Risks of Accident 
and Injury 

Version 3.2 Published 12.2019 

Workplaces present many risks of accident and injury to workplace participants. This guideline 
outlines some of the most common risks to be aware of and how these can be minimised. 

Working Environment Risks 

Manual Handling 
Injuries caused by manual handling can occur in a one-off situation involving overload or intense 
activity, or by ongoing and repetitive wear and tear over time.  

Factors can create a risk of injury from manual handling include: 

• the weight of the load 
• the actions and movements the worker will need to make with the load 
• the worker’s posture and position when lifting the load 
• the duration and frequency of the manual handling 
• the location of loads and the distances moved, and 
• the characteristics of the load. 

Your organisation can minimise and control the risks connected to manual handling with the 
following measures: 

i. provide training and safe manual handling techniques 
ii. re-design the task to eliminate or reduce the risk wherever possible, and 

iii. provide mechanical aids wherever possible. Muscle Injuries 

Poor posture and repetitive movements can cause injuries to muscle and other soft tissue. For 
example, people working at desks for extended periods often adopt postures that lead to discomfort 
and injury over time. You should incorporate the principles of ergonomic design into your workplace. 
This may include purchasing office chairs which provide a headrest, adjustable height and adequate 
lumbar support. 

Temperature 
Ensure there is adequate ventilation in all workspaces and that employees are provided with 
adequate breaks if they are required to work in a hot or cold environment for an excessive period. 

Disease and illness 
Disease and illness compose a significant risk to the health and safety of workers. It can be separated 
into 2 basic categories being physical disease and psychological illness. 
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Physical Disease 

Your obligation to ensure the health and safety of your workers can include coping with the 
potential impact of a biological hazard in your workforce.  

You should adopt the following precautions to protect your workers from transmitted 
illnesses: 

• have clear policies regarding personal hygiene 
• keep work areas clean 
• disinfect shared work items between use 
• encourage workers to take personal leave if they flu symptoms 
• provide flu vaccinations to workers, and 
• provide health checks to workers. 

Psychological Illness 

Stress can be caused by a variety of factors, including: 

• poor work design 
• lack of communication, and 
• conflict in the workplace. Symptoms of stress can include: 
• indecision; 
• anxiety; 
• depression; 
• altered appetite; and 
• difficulty sleeping. 

To minimise stress in your workplace, you should implement the following: 

i. identify factors that have the potential to cause stress in your workplace and consult 
with workers to find out the issues they identify as important 

ii. develop and implement policies on reasonable working hours, including overtime 
iii. ensure there is consultation and cooperation with workers, especially during periods 

of organisational change 
iv. provide scope for flexible working conditions over which workers have some control 

and assist them to meet their personal obligations 
v. develop appropriate workplace behaviour policies and procedures and train all 

workers in them 
vi. develop a positive, supportive and fair workplace, and 

vii. provide training to managers and supervisors in interpersonal skills. 

Slips Trips and Falls 
Slips, trips and falls are common hazards that account for the majority of minor injuries in the 
workplace.  

The following measures should be employed by your organisation to minimise slips, trips and falls: 

• ensure passageways, exits, corridors and isles are kept clear from equipment, 
rubbish and/or electrical leads 
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• ensure floor surfaces are even; 
• position filing cabinets so that the drawers don’t open into isles or walkways; 
• clean floors regularly – make sure that a build-up of cleaning product residue does 

not create a slip risk; 
• use barricades or signs to identify where your slippery areas are; 
• ensure that passageways, corridors and stairways are adequately lit; and 
• minimise the use of ladders e.g. store items that are regularly accessed at floor level 

and don’t expect office staff to change light globes. 

Comcare has published a document entitled “Guide to Preventing Slips and Trips in Workplace”, 
which should assist your organisation. A copy of the Guide is available at www.comcare.gov.au . 

Injuries from Plant 
Unsafe plant poses significant risks to workers and other people in the workplace.  

For example, many serious injuries and fatalities have been caused by workers becoming trapped in 
parts of moving machinery. 

7 general duties relating to plant are: 

1. to carry out hazard identification and risk assessment procedures for all new plant before 
use 

2. to introduce appropriate hazard control measures using hierarchy of control, including the 
development and use of safe operating procedures 

3. to conduct regular tests, maintenance and inspections to maintain controlled measures and 
ensure ongoing risk control 

4. to provide adequate instruction, information and training to employees about the nature of 
the hazards associated with the plant, the relevant safe operating procedures and control 
measures, testing, cleaning and maintenance, and the use, fitting, testing and storage of any 
personal protective equipment to be used; 

5. to supervise and monitor safe work practices 
6. to carry out further hazard identification and risk assessment when changes are made to 

plant, and 
7. to review risk assessments and hazard control measures regularly or as needed. 

You should also be aware that there are specific duties under the WHS Act and Regulations that 
relate to: 

a) the management and control plant 
b) the design, manufacture, importation and supply of plant, and 
c) the installation and construction or commissioning of plant.  

The following will help you conduct a risk assessment on plant: 

• examine systems specifications and operation expectations 
• examine any safety information provided by the designer, manufacturer or supplier of the 

plant 
• examine the operation of any safety features or warning devices on the plant 
• examine how operators interact with the plant or equipment 
• review the relevant codes, regulations and technical standards 

http://www.comcare.gov.au/
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• consult with current or intended system users or operators 
• review studies from similar systems, and 
• review historical information and data, such as industry experience, near misses and 

incident investigation reports. 

Recognising hazards caused by plant is the first step towards protecting your workers from the risks 
that may exist. Accordingly, you should be aware of some of the common types of hazards 
associated with plant. In terms of mechanical plant, key hazards include: 

• entanglement or catching 
• drawing in 
• crushing 
• cutting 
• stabbing and puncture 
• shearing 
• impact, and 
• injuries from the movement of machinery parts by compressed air or high-pressure fluid.  

In terms of non-mechanical plant, key hazards include: 

• access; 
• slip, trip or fall; 
• manual handling and ergonomics; 
• electrical; 
• chemical; 
• suffocation; 
• fire and explosion; 
• excessive noise; 
• vibration; 
• unsuitable terrain; 
• temperature; and 
• radiation. 
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