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NOTE 
This Work Place Clearance Training Program has been produced on the understanding that 
the Work Place Clearance Group, the authors and the producers (or any of them) will not be 
responsible for the results of any act done or omitted to be done on the basis of information 
contained in this Work Place Clearance Training Program nor for any errors or omissions in 
the said information. The Work Place Clearance Group, the authors and the producers 
expressly disclaim all and any liability for any loss or damage which may be suffered by any 
person who makes use of this Work Place Clearance Training Program or any other person 
arising out of or as a result of or in connection with any act done or omitted to be done by 
the person using the Work Place Clearance Training Program in reliance whether whole or 
partial, upon the whole or any part of the contents of this Work Place Clearance Training 
Program whether that loss or damage is caused by any fault or negligence on the part of the 
Work Place Clearance Group, the authors and the producers (or any of them) or not. 
All material in this Participant’s Workbook, incorporating all module workbooks, is copyright. 
It may not be reproduced in whole or part without the written permission from the Work 
Place Clearance Group except for the express purpose of ‘in-house’ training of Trained 
Contractor’s employees and approved subcontractors. 
In the event of a conflict between this document and a relevant law or regulation the 
relevant law or regulation shall be followed. If the document creates a higher obligation, it 
shall be followed as long as this also achieves full compliance with the law or regulation.  
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Accreditation Process  

 

 

Module 1: Online Pre-Learning Review 

Work Place Clearance Program 
The Work Place Clearance Group, referred to as the WPCG, is a joint venture [JV] between, 
bp, Ampol and Viva Energy Australia who took over the Work Place Clearance Program 
from the AIP in May 2011.  

The Work Place Clearance Program has been designed to ensure that lower risk maintenance 
work at WPCG members’ facilities is carried out in a safe and controlled manner. The facilities 
include Service Stations, Fuel Depots, and Commercial Facilities. 

The Work Place Clearance Program is not a standalone system, it forms one part of the WPCG 
work authorisation system. The program requires compliance with pre-set conditions prior to 
the work commencing.  

Please note, that this training does not mean that you become a preferred contractor for the 
JV partners. You may need to seek registration with the individual JV partner to be able to 
work on a site. 

WPCG and JulSen Consulting are not an RTO and this is not a nationally recognised 
course. The WPCG JV partners have no liability for implementation on non-JV partner sites. 
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2. Work Clearance Form 
+ Minimum Controls Checklists 
1. Minor Ground Disturbance 
2. Work at Height 
3. Minor Hot Work 

& 
Work Clearance Issuer 

 

4. WPCG Work Permit 
+ High Risk Certificates 

& 
WPCG Permit Officer 

3. WPCG Work Permit 
& 

WPCG Permit Officer 

Control of Work 
 

 

 

 

 

  

  

 

 

 

The WPCG Work Clearance Form on its own is the first and lowest level of authorisation required 
and must be used for all maintenance and construction work regardless of any additional 
authorisations required. 
The WPCG Work Clearance Form plus the WPCG Minimum Control Checklists are the second 
level of authorisation. There are three WPCG Minimum Control Checklists. 
1. Minor Ground Disturbance Checklist which can be used for: 
• Excavations less than 1.2m 
• Concrete or Bitumen cutting, drilling and coring 
• Soil Boring 
2. Minor Work at Height Checklist which can be used for: 
• Work in EWP at less than 11m 
• Erecting scaffolding 4m or less or working from scaffolding 
• Minor work at height within 2m from an exposed edge 
• Using ladders 
3. Minor Hot Work Checklist which can be used for minor hot work in a hazardous area 

including:  
• Electrical equipment not rated for use in a hazardous area e.g. mains, generator, or 

battery powered equipment and, 
• Diesel or electrically driven portable equipment or mobile plant in hazardous areas, e.g. 

excavators, elevating work platforms (EWP), generators, etc 

For higher risk work which can NOT be done under the Work Clearance with the Minimum 
Controls Checklists, there is a WPCG Work Permit System which comprises of WPCG Work 
Permit and High Risk Certificates issued by a WPCG Permit Officer.  
 

In all cases a risk assessment is required, this could be a JSA, a SWMS or equivalent that 
meets your state or territory’s regulations. 

Activity Matrix  
The Activity Matrix is used to identify what work can be authorised by WPCG Accredited 
contractors and what authorisations and supporting documents are required as a minimum. 
The Activity Matrix has seven sections based on the various different scopes of work. 

1. Work Clearance Form 
& 

Work Clearance Issuer 
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Legislative Requirements 

Legislative Framework 
• Acts 
• Regulations 
• Approved Codes of Practice 
• Australian Standards 
• Company Procedures 

Acts 
Occupational Health and Safety practices in Australia are inseparably related to legislative 
controls that place statutory duties or obligations on all persons at the workplace. This 
legislation or Acts of Parliament – are the law and tell us what we shall and shall not do.   
In all States, we have Acts of Parliament that govern Workplace Health & Safety.  Most 
states now come under the Work Health and Safety (WHS) Act. 
 
The WHS Act provides a framework to protect the health, safety and welfare of all workers 
at work and of other people who might be affected by the work. The WHS Act aims to: 

a) Protect the health and safety of workers and other people by eliminating or minimising 
risks arising from work or workplaces 

b) Ensure fair and effective representation, consultation and cooperation to address and 
resolve health and safety issues in the workplace  

c) Encourage unions and employer organisations to take a constructive role in improving 
work health and safety practices  

d) Assist businesses and workers to achieve a healthier and safer working environment 
e) Promote information, education and training on work health and safety  
f) Provide effective compliance and enforcement measures, and  
g) Deliver continuous improvement and progressively higher standards of work health 

and safety. 

Regulations 
Regulations specify the way in which a duty under the Act must be performed and prescribes 
procedural or administrative matters to support the Act (e.g. requiring licences for specific 
activities and the keeping of records).  

Codes of Practice and Australian Standards 
Under the Act and Regulations are the Codes of Practice and Australian Standards. These are 
more orientated to “How you do it”. They are advisory, unless called up in an Act or 
Regulation; or when making a Code of Practice part of an agreement between two parties, 
for example a contract of work. Codes of Practice can be used as evidence in legal 
proceedings to provide information on how a hazard or risk can be controlled or managed 
and to determine what was reasonably practicable. In the petroleum industry some of the  
Codes of Practice and Australian Standards that apply include: 
• Code of Practice e.g.  

o Storage & Handling of Dangerous Goods 
o Confined Spaces 

• Australian Standards e.g. 
o AS1940 - The Storage and Handling of Flammable and Combustible Liquids 
o AS60079.10.1- Classification of Hazardous Areas  
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What takes precedence? 
The Statutory Duties specified in Acts, Regulations including any referenced Codes and 
Standards take legal precedence. Where the Act or Regulation does not provide the total 
requirement, relevant Codes and Standards should be consulted. These documents can be 
used in legal proceedings to identify minimum acceptable industry standards. 
Company manuals, procedures or directives establish the base requirement that all workers 
follow to ensure compliance. In instances where company procedures set a more stringent 
approach than the statutory requirements, then company procedures will take precedence, 
we do not apply the lesser standard. 
 
Persons Conducting a Business or Undertaking (PCBU)  
Persons Conducting a Business or Undertaking (PCBU) is a term used under the harmonised 
work health and safety laws which apply in all jurisdictions excluding Victoria and West 
Australia. It is a broad concept used to capture all types of modern working arrangements. 
The meaning of a PCBU is set out in section 5 of the WHS Act.  
The definition of PCBU is much wider than the previous word “employer” used in the 
previous laws.  The term “employer” continues to be used in Victoria and West Australia. 
Each PCBU must comply with their duty, so far as is reasonably practicable and discharge 
their duty to the extent that they can influence or control the matter. 
 

Persons Conducting a Business or Undertaking (PCBU) Responsibilities 
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Consult, Cooperate, Coordinate 
Part of the Duty of Care is that we all owe a duty of care to each other. Under the WHS Act 
there must be CONSULTATION, COOPERATION and COORDINATION between all parties. 
 
When you go on site, you need to consult with the site operator, you need to consult with 
other contractors on site before you start work, and you need to discuss the job with your 
colleagues where more than one of you is on site. 
 

Employees Responsibilities 
Employees also have responsibilities under the health and safety laws. Typically, employees 
are required to:  
• Follow instructions and rules in the workplace – for example, to comply with instructions 

designed to ensure that work is carried out safely;  
• Work and behave in ways which are safe and do not endanger the health and safety of 

anyone in the workplace.  
  
As an employee, if you do not do these things, you can be disciplined by your employer 
under your work agreement and/or you could be prosecuted under the health and safety 
law in your State or Territory. 
 

Everyone has a duty of care to make sure as far as reasonably practicable that 
You and the Workplace are Safe 

 

Relevant Regulatory Authorities 
Australian Capital Territory 
Act: Work Health & Safety Act 2011  
Regulation: Work Health & Safety Regulation 2011  
Codes: ACT Codes of Practice 
Regulator: Worksafe ACT 

New South Wales 
Act: Work Health & Safety Act 2011 
Regulation: Work Health & Safety Regulation 2011 
Codes: NSW Codes of Practice 
Regulator: Safework NSW 

    
Queensland 
Act: Work Health & Safety Act 2011 
Regulation: Work Health & Safety Regulation 2011 
Codes: Qld Codes of Practice 
Regulator: Workplace Health & Safety Queensland 

South Australia 
Act: Work Health & Safety Act 2011 
Regulation: Work Health & Safety Regulation 2011 
Codes: SA Codes of Practice 
Regulator: Safework SA 

    
Victoria 
Act: Occupational Health & Safety Act 2004 
Regulation: Occupational Health & Safety Regulations 2017 
Codes: Vic Compliance Codes 
Regulator: Worksafe Victoria 

Western Australia 
Act: Occupational Health & Safety Act 1984  
Regulation: Occupational Health & Safety Regulations 1996 
Codes: WA Codes of Practice 
Regulator: Worksafe WA 

  
Northern Territory 
Act: Work Health & Safety Act 2011 
Regulation: Work Health & Safety Regulation 2011 
Codes: NT Codes of Practice 
Regulator: NT Worksafe 

Tasmania 
Act: Work Health & Safety Act 2011 
Regulation: Work Health & Safety Regulation 2011 
Codes: Tas Codes of Practice 
Regulator: Worksafe Tasmania 
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Petroleum Products & Hazardous Areas 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Flashpoint - is the lowest temperature at which there is sufficient vapour present to ignite 
if there is an ignition source present. 
 

Product Flashpoint 
LPG - 104oC 

Petrol - 40oC 
Diesel 61.5oC to 80oC 

 

Flammable/Explosive Range (diagram below is for Petrol) 

  

High Vapour 
Pressure 

Low  
Flashpoint  

 

HIGHER 
DANGER 

Gives off more 
vapour 

 

Ignites at low 
temperatures 

 

MORE 
VOLATILE 

 

+ = 
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Lower Explosive Limit (LEL) 
• Lower Explosive Limit (LEL), also known as the Lower Flammable Limit (LFL) 
• The LEL of a substance is the lowest concentration, expressed as a percentage by volume 

(% V/V), at which a mixture of a substance in air can burn if ignited or sparked 
• Below the LEL the mixture is too lean to burn, unless additional heat and/or a catalyst is 

provided 

Upper Explosive Limit (UEL) 
• Upper explosive limit (UEL), also known as the Upper Flammable Limit (UFL) 
• The UEL of a substance is the highest concentration (IN % V/V) at which a mixture of a 

substance in air can burn 
• Above the UEL the mixture is too rich to burn unless additional heat and/or a catalyst is 

provided 

Flammable/Explosive Range  
Between the LEL and UEL is the explosive or flammable range.  The vapour of a substance will 
only burn when its concentration is within this range. 
 

Each flammable or combustible gas or vapour has its own LEL and UEL for example. 

Product LEL (% v/v) UEL (% v/v) 
Petrol 1.4 7.6 
LPG 2.0 10.0 

Acetylene 2.5 80.0 
Methane 5.0 15.0 

Vapour Density  
Is the weight of a volume of gas (with no air present) compared to the weight of dry air. 
When the molecular weight of a gas is compared to the molecular weight of air you can 
determine if the gas is lighter or heavier than air. 

 
• Hydrogen, water vapour, methane and ammonia are lighter than air 
• Nitrogen, carbon monoxide (CO) and acetylene are similar to air 
• Petroleum vapours, carbon dioxide (CO2) and hydrogen sulphide (H2S) are heavier than air 
 

If there is a petrol leak or spill on the forecourt, the vapours will stay close to the ground. 
 

hydrogen

ammoniawater vapour
methane

LPG
dieselpetrol

nitrogen acetyleneair

H2S CO2

CO
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LPG Properties 
• The factor from liquid to gas volume with LPG is approximately 270 times. 1 litre of liquid 

becomes approximately 270 litres of gas 
• When it mixes with air, 1 litre of spilt LPG liquid will produce over 12,000 litres of highly 

flammable fuel/air mixture extremely rapidly 
• An odorant called ethyl mercaptan is added to provide warning of leaks (creates an 

odour like rotten cabbage) 
• Can cause cold burns if it comes into contact with bare skin 
• LPG is a mixture of Propane (C3 H8) and Butane (C4 H10) 
• Bottled gas is 100% Propane 

Safety Data Sheet 
Safety data sheet (SDS) are documents that provide critical information about hazardous 
chemicals. They are intended to provide workers and emergency personnel with procedures 
for handling or working with a substance in a safe manner. It is important you have the SDS 
for the correct product and from the correct supplier, manufacturer or importer. 
 
Employers using or storing dangerous goods or hazardous substances on their premises 
must ensure that: 
• They obtain an up to date SDS for each of these products 
• Their employees, contractors and emergency services personnel have access to the SDS 
Whenever you work with a chemical or bring a chemical on to a facility it is important you 
have the SDS with you. 
 
The information contained in the SDS includes: 

SECTION 1: Identification of the substance/mixture and of the company/undertaking 

SECTION 2: Hazards identification 

SECTION 3: Composition/information on ingredients 

SECTION 4: First aid measures 

SECTION 5: Firefighting measures 

SECTION 6: Accidental release measures 

SECTION 7: Handling and storage 

SECTION 8: Exposure controls/personal protection 

SECTION 9: Physical and chemical properties 

SECTION 10: Stability and reactivity 

SECTION 11: Toxicological information 

SECTION 12: Ecological information 

SECTION 13: Disposal considerations 

SECTION 14: Transport information 

SECTION 15: Regulatory information 

SECTION 16: Other information 
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Hazardous Areas  
A hazardous area is an area in which an explosive gas atmosphere is or may be expected to 
be present, in quantities such as to require special precautions for the construction, 
installation and use of equipment. Hazardous Areas are then classified into zones based on 
frequency of occurrence and duration of an explosive gas atmosphere. Hazardous Areas and 
Zones are defined in the Australian Standard AS60079.10.1. 
 
Any activity that may cause a spark or create an ignition source must be controlled. Some 
examples of activities that need to be controlled in or when impacting hazardous areas are: 
• Battery operated tools or other power tools not rated for use in hazardous areas 
• Cutting or breaking concrete 
• Grinding 
• Welding 

Areas other than those classified as hazardous, are referred to as "Non-Hazardous". 

Hazardous Zones  
Hazardous Areas are classified into zones. “Zone” indicates the probability of the presence of 
a flammable, combustible or explosive material, the extent, dimension and shape of the 
hazardous area, and the volume in which the hazardous material can be expected. 

Extent of Zone 1 & 2 Areas 
The extent of Zone 1 and Zone 2 areas is measured horizontally and vertically from the 
source of the hazard, which is any point from which petroleum in either vapour or liquid 
form can leak and create a flammable mixture with air.  
 
The vertical extent of the hazardous areas is NOT shown on the WPCG hazard maps. For 
work clearance purposes there is NO vertical limit. Work at any height above the hazardous 
area, is considered to be inside the hazardous area and must have the appropriate controls. 
 
AS60079.10.1 - Classification of Hazardous Areas, must be used for guidance. 



 WPCG Work Clearance Issuer  

Module 1: Online Entry Program Review 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 18  

 



 WPCG Work Clearance Issuer  

Module 1: Online Entry Program Review 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 19  

  



 WPCG Work Clearance Issuer  

Module 1: Online Entry Program Review 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 20  

Job Safety Analysis / Safe Work Method Statement 
A Job Safety Analysis (JSA) or Safe Work Method Statement (SWMS) is a method of looking at the 
work task and considering what is the safest way to complete it. It is a way of becoming aware of 
the hazards involved in doing the job and identifying the actions to take in order to prevent an 
incident. 
 
The regulations in most states require a SWMS for high risk construction work activities as defined 
by the regulation. While the majority of the high-risk construction work activities will require a 
work permit there are some examples such as where there is a risk of someone falling more than 
two metres; movement of powered mobile plant; work on or near chemical, fuel or refrigerant 
lines; and in an area that may have a contaminated or flammable atmosphere. You need to be 
aware of when a SWMS is required. 

Many tasks undertaken are done routinely and have probably been done the same way for years. 
It is likely that your company has generic JSA’s or SWMS’s that can be adapted for many of the 
jobs you do. You need to be aware that while the task might be the same, no two jobs are likely to 
be the same and you will need to ensure that your JSA/SWMS has been made site and task 
specific. 

Factors that may require adapting the JSA/SWMS include: 

 

Changing Conditions 
Lighting 
Weather 
Peak Hour on service station driveway 
Site Management – change of shift 
Change in scope of works 
Other contractors 
Product deliveries 
Duration of job 
 
 

 Additional Controls 
Additional lighting 
Weather protection, sun/rain / stop work 
Spotter, Warning Signs & Barriers 
Stop work – brief new shift 
Plant & Equipment 
Consultation with the other workers 
Stop Work 
Fatigue management 
 

    
 Emergency Procedures/Response 

Evacuation Point 
Emergency Stop location 
Rescue Plan effectiveness 
Fire Extinguishers  
Availability/Capability of 000 
Location of medical aid 
Spill and contamination control 
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Work Clearance Issuer Role & Responsibilities 
• Consult with Site Manager or delegate on the work to be done, the location, and duration; 
• Inspect the job site before the WPCG Work Clearance is issued 
• Determine if the location of the work is within or may impact hazardous areas 
• Accurately detail the work to be undertaken and the tools and/or equipment to be used 
• Utilise the Work Clearance and Activity matrix to determine if additional authorisations are 

required 
• Ensure relevant risk assessments, JSAs and/or SWMS have been prepared 
• Complete the Work Clearance and if the work requires the Minimum Control Checklist(s) 
• Ensure all workers under the Work Clearance have the trade licences or certifications required 
• Ensure all plant and equipment has or will be checked prior to use 
• Sign the Work Clearance Form to issue and confirm you will be solely responsible for all the 

obligations and workers applicable to the work  
• Obtain the Site Manager or delegates signature to confirm you have discussed the works to be 

undertaken and the associated hazards 
• Ensuring that all workforce members understand the safety requirements of the site and the 

work to be carried out 
• Be physically present on the site during the work 
• Ensure the worksite is left in a safe and tidy condition on completion, suspension or 

abandonment of the work, including interruptions for work breaks 
• Perform hand back to the site manager or delegate on completion of work, or if work is to 

stop that day 
 
 

You are responsible for the whole process from start to finish, don’t expect or rely on assistance from 
the site, they cannot fill in the form for you. 

If at any time you need assistance contact your company or the oil company representative for help. 
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Module 2: Hazard Identification & Control 

Hazard is a condition or practice with the potential for causing harm to people or the 
environment. For example, Vehicles, Live Electricity, Chemicals and Fuel vapour. 
Slips, trips, falls and explosions are not hazards, they are a consequence of a hazard. 
 

Risk is the probability of a hazardous situation occurring and the potential consequences of 
that event.  

 

Risk Management Process 
1. Identify – all the hazards associated with the work 
2. Assess – the level of risk posed by the hazard 
3. Control – the risk 
4. Monitor – the controls 

 

Risk Matrix 
 

  Consequence 

  
Minor Moderate Major 

Likelihood 

Very Likely Medium High Extreme 

Likely Low Medium High 

Unlikely Low Low Medium 

 

Hierarchy of Controls 
Control measures can be ranked from the highest level of protection and reliability to the 
lowest. This ranking is known as the hierarchy of control. 
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Extracts from the Model Work Health and Safety Bill  
 
Section 17 Management of risks 
 
A duty imposed on a person to ensure health and safety requires the person: 
a)      to eliminate risks to health and safety, so far as is reasonably practicable, and 

b)      if it is not reasonably practicable to eliminate risks to health and safety, to minimise 
those risks so far as is reasonably practicable. 

 
Section 18 What is “reasonably practicable” in ensuring health and safety 
 
In this Act, reasonably practicable, in relation to a duty to ensure health and safety, means 
that which is, or was at a particular time, reasonably able to be done in relation to ensuring 
health and safety, taking into account and weighing up all relevant matters including: 

a)      the likelihood of the hazard or the risk concerned occurring, and 

b)      the degree of harm that might result from the hazard or the risk, and 

c)      what the person concerned knows, or ought reasonably to know, about: 

          i.      the hazard or the risk, and 
         ii.      ways of eliminating or minimising the risk, and 

d)      the availability and suitability of ways to eliminate or minimize the risk, and 

e)      after assessing the extent of the risk and the available ways of eliminating or 
minimising the risk, the cost associated with available ways of eliminating or 
minimising the risk, including whether the cost is grossly disproportionate to the risk.
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Isolation Process 
1. Identify all energy sources. 
2. Isolate all energy sources. All plant and equipment must be isolated from all potentially 

hazardous energy sources before servicing or maintaining it. Note that except for simple 
electrical equipment connected via a plug and socket, an electrician must isolate and 
disconnect all electrical supply to an item of plant or equipment. 

3. De-energise all stored energies. Ensure all stored energy has been released. This may 
involve releasing tension on springs or relieving trapped or stored pressure 

4. Lock out all isolation points - by locking, you are securing the isolation. You apply the 
lock, only you can remove it. 

5. Tag out all isolation points - by tagging, you are highlighting the isolation. You tag the 
equipment so that others understand that the equipment is isolated. 

6. Test by trying to re-activate. This ensures that the isolation procedures are effective and 
all stored energies have been dissipated. 

Module 2 Review – Hazard Identification & Control 
1. The four steps involved in doing a risk assessment are 

1) Identify all the __ __ __ __ __ __ __ associated with the job. 
2) Assess the level of __ __ __ __ posed by the hazard. 
3) __ __ __ __ __ __ __ the risk. 
4) __ __ __ __ __ __ __ the controls to ensure they are effective. 

 

2. Identify six different potential ignition sources. 

a.  b.  c.  

d.  e.  f.  

 
3. Other than ignition sources identify six other hazards you may encounter on an oil 

company facility. 

a.  b.  c.  

d.  e.  f.  

 
4. Complete the hierarchy of controls in the order from the highest level of protection and 

reliability to the lowest. 
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Module 3 Work Clearance Process 



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 28  



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 29  

 



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 30  

 

 



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 31   



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 32    



 

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 33   



WPCG Work Clearance Issuer 

Module 3: Work Clearance Process  

WPCG Learners Guide V11, issue date October 2021                                                                                                                                                                                Page 34  

Module 3 Review - Work Clearance Process 
1. You have been engaged to remove the rubbish from a service station after a storm, what do 

you do when you arrive onsite?  Circle the correct answer(s). 
a) Park at the side and unload your equipment 
b) Report to the site operator and let them know what you are there for 
c) Start the job and send apprentice to let site operator know what you are doing 
d) Find out exactly where onsite the job is 

 
2. What WPCG documents can you use to identify what authorisations are required for the job i.e. 

Work Clearance, Work Clearance plus Minimum Controls or Work Permit? 
___________________________________________________________________________ 

 
3. You have issued the workplace clearance form, what needs to happen to the form if you leave 

site and: 
a) You are on your own _________________________________________ 
b) You are with your apprentice who is not WPCG trained ______________ & ______________ 
c) You are with a colleague who is WPCG trained _________________ & __________________ 

 
4. When working under the Minor Hot Work Checklist gas testing controls must be in place.  

True / False 

5. When working at height under the Minor Work at Height Checklist barricades are required for 
the drop zone below the work area/work platform to prevent personnel entering or working in 
the line of fire…. 

a) Only if working above 5m 
b) Only if the risk assessment requires it  
c) Always 
d) Only if the work is in a high trafficable area 

 
6. You are progressing the job during which time there is a change of site operator. The new site 

operator tells you to stop work as your work is interfering with their customers. Select the most 
appropriate answer; 

a) You agree to stop work immediately but refer the matter to the client company 
representative for resolution 

b) Ignore the request as you have only 15 minutes of work left and by the time he comes out 
again, you will have finished the job 

c) Agree to stop the work and attempt to negotiate a different outcome so both of you will 
have a good result. If this is unsuccessful, refer the matter to the client company 
representative for resolution 

d) Pack up and head to the next job 

7. The job is now finished and the site operator asks you to do an extra small 20-minute job 
before they sign the form. You should; 

a) Leave the form with the site operator and leave the site 
b) Let the site operator know you’ll come back after lunch if he signs the form 
c) Let the site operator know that you are only authorised to do the job under the work order 

and suggest the site operator rings the company representative 
d) Take the Work Clearance Form unsigned
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Module 4: Permit to Work (PTW) Process 

Roles and Responsibilities 
There are 5 key roles in the WPCG Permit System 

1. The Work Clearance Issuer – Issues the Work Clearance, even if a Work Permit will also 
be issued 

2. The Permit Officer - Issues the Work Permit to authorise the work 
3. The Permit Receiver - Receives the Work Permit from the Permit Officer signing it to 

accept the requirements of the Work Permit 
4. The Permit Endorser – Endorses the permit at the commencement of each work shift 

and after any amendments to the Work Permit 
5. The Authorised Gas Tester – Performs the required gas testing activities 

Work Clearance Issuer 
A Work Clearance form must be issued even if a Work Permit is to be utilised. Therefore, 
under normal circumstances it makes sense the Work Clearance Issuer is also the Permit 
Receiver as they must remain on site while their Work Clearance is active and as the Permit 
Receiver they must remain on site while the Work Permit is active.  

With a Work Clearance Issuer on site this also means that the work which can be conducted 
under a work clearance and if required with one or more of the minimum control’s checklist 
can commence prior to the Work Permit being issued, for instance setting up the work area. 
 
Permit Receiver 
Permit Receivers must: 
• Assess the scope of work, conditions and timeframes 
• Ensure risk assessments, JSAs/SWMS are developed and site specific 
• Ensure only skilled, qualified, trained and competent personnel perform the work 
• Ensure only the tools and equipment to be used are those covered by the Work Permit 
• Ensure plant and equipment to be used is checked prior to use to be in good working 

order and is appropriate for the task 
• Conduct a daily pre-start tool box 
• Stop work in the event of a scope change in conflict with the permit, or an incident, 

emergency or other interruption; 
• Be physically present on the site during the work. 
• Ensure the worksite is left in a safe and tidy and the handback section on the permit is 

complete 

Permit Officer 
The Permit Officer is responsible for authorising the work. They must: 
• Only issue Permits for which they have sufficient training, knowledge and experience 
• Be physically present on the site to issue the work permit 
• Ensure any risk assessments, JSAs/SWMS are adequate 
• Organise further inspections of the work site commensurate with risk of works, so they 

may stay on site or they may leave, delegating their monitoring responsibilities 
• Specify monitoring requirements, including Gas Monitoring  
• Not work under their permit, with the exception being acting in a role dedicated to 

safety such as a standby / observer for a confined space, a fire watch, or spotter.  
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Permit Endorser 
• Where the Work Permit is valid for more than one shift or day and the Permit Officer is 

not on site then they need to nominate someone to endorse the Work Permit. The 
nominated endorsers name must be on the Work Permit. 

• The Permit Endorsers key responsibility is to ensure everything on the initial permit 
remains current including the scope of the permitted activity and stated controls remain 
adequate, if not contact the Permit Officer before allowing work to proceed. 

• Confirm the requirements of the permit have been communicated to all workers 
• The Permit Endorser must be appropriately trained; e.g. Atmospheric Gas Testing; if they 

are to perform the role of the Authorised Gas Tester, or work at heights training, 
confined space training or breathing apparatus training if the work involves these 
activities.  

• The Permit Endorser and Permit Receiver may be the same person. 
• The Permit Endorser, if not present at the initial Permit Issue, must receive a verbal 

briefing from the Permit Officer prior to endorsing the work permit. A key responsibility 
of the Permit Endorser is to ensure everything on the initial permit remains current and if 
not contact the Permit Officer before allowing work to proceed. 

• As a minimum the Permit must be endorsed at the commence of each work shift. The 
other times when a permit needs to be endorsed are: 
o When conditions change, and an amendment of the Work Permit is required. 
o If the receiver changes, the Permit Officer must acknowledge this on the permit and 

the permit must be endorsed 
o If the endorser changes in the middle of the shift. 

Authorised Gas Tester 

Gas testing must be conducted by an authorised gas tester.  
To be an authorised gas tester you must be either: 
• Competent in a national unit of competence in gas testing, conducted by a registered 

training organisation; or 
• Demonstrated equivalent competency authorised in writing and accepted by WPCG  

 
 
 
 

A Work Clearance Issuer CAN NOT authorise work with a Work 
Permit unless they are a trained WPCG Permit Officer. 

 
 

A Permit Officer is the ONLY person that can COMPLETE, ISSUE and 
AMEND the Work Permit. 
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1. Acceptance - Permit Receiver: Signed by the Permit Receiver to receive the Permit 

 
 

2. Daily Close Out: Completed by the Permit Receiver when work will continue the following day. 

 
 

3. Daily Close Out: Completed by the Permit Receiver when work will not continue the following day. 
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Prior to commencement of work 
• Permit Receiver & Permit Officer agree on scope of work and timeframes 
• The Work Clearance issuer commences completing the Work Clearance 
• Permit Receiver & work team developed/amended the JSA's or SWMS making sure they 

are site and task specific  
• The Permit Officer commences the work permit process and commences preparing the 

Work Permit 
• Permit Officer conducts a review with the Permit Receiver, this includes a review of Work 

Permit, Certificates, JSA/SWMS, Isolation Plan, Lift Plan, SDS and other documentation, 
agreeing on the requirements specified in the permit. 

• Permit Receiver signs as an acceptance of the permit requirements 
• Permit Officer signs to authorise the work. The Permit may be issued for up to 7 days. 
• Permit Receiver conducts pre-start tool box and workers sign acknowledging their 

agreeance to conduct the work following the permit conditions.  

During work 
• If conditions change, stop work, secure the area and inform the Permit Officer. 
• Permit Officer amends the Work Permit if the changes cannot be returned to the original 

permit conditions.  
• If the Permit Receiver changes, the permit must be amended by the Permit Officer. 

There needs to be a verbal hand over from Permit Officer to the new Permit Receiver.  
• If the Work Permit is amended the Permit Endorser must endorse the permit before 

work may resume. 
• At the end of the day or shift workers tidy site and leave it safe, making sure any residual 

hazards are identified and discussed with the site 
• If work will continue the following day or shift the Permit Receiver completes the daily 

close out section of the Permit.  
• If the scope of work is complete the Permit Receiver completes the Work Permit 

Completion and close out.  

Next day or shift 
• If work is to continue the next day or shift and the Work Permit remains valid, the first 

thing that happens once signed in is a Work Clearance Form needs to be issued. 
• The Permit Endorser conducts a review of the Work Permit with the Permit Receiver 

confirming that the work remains within the scope of the permit, the area is safe to 
commence work and the required controls are in place.  

• If conditions have changed, the Permit Endorser contacts the Permit Officer to amend 
the Work Permit if this is possible.  

• Once the Permit Endorser is satisfied work can commence, they will endorse the Work 
Permit and hand it over to the Permit Receiver.  

• The Permit Receiver conducts pre-start tool box and the process continues until the job 
is complete or the permit expires. Note: Workers only sign onto the Work Permit once. 

 
A Permit Officer is the ONLY person that can COMPLETE, ISSUE and 

AMEND the Work Permit. 
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Module 4 Review – Permit To Work Process 
1. The five key roles in the WPCG Permit system are Work Clearance Issuer, Permit Officer, 

Permit Receiver, Permit Endorser, Authorised Gas Tester. Match them to their primary 
responsibility below. 

a) Completes and authorises the Work Clearance. Role: _________________________ 
b) Issues the Work Permit. Role: _______________________________ 
c) Signs to accept and receive the Work Permit. Role: ___________________________ 
d) Signs the permit confirming the permit conditions remain the same at the 

commencement of each work shift after the initial issuing of the permit, or after a 
change is made. Role: ___________________________________ 

e) Confirms atmospheric conditions are safe both before and during hot work or work in 
confined spaces. Role: ___________________________________ 
 

2. Which role in the Permit process can the Work Clearance Issuer NOT perform? 

a) Work Clearance Issuer 
b) Permit Officer 
c) Permit Receiver 
d) Permit Endorser 
e) Authorised Gas Tester 

 
3. Which of the following steps in the WPCG Work Permit Process are completed by the 

Permit Receiver? 

a) Assess the scope of work, conditions and timeframes 
b) Complete the Work Permit and any applicable high-risk certificates 
c) Ensure relevant risk assessments have been prepared  
d) Authorise and issue the Work Permit 
e) Conduct a daily pre-start tool box with all workers 

 
4. At a minimum, how often must a Work Permit be endorsed? 

a) Prior to work commencing every shift after the initial issue 
b) Every hour of work on the worksite 
c) Only at the very beginning of the job 
d) Only at the request of the Permit Officer 

 

5. Which of the following are the responsibility of the Permit Endorser? 

a) Check the scope of the permitted activity has not changed  
b) Make amendments to the Work Permit 
c) Ensure all stated controls remain adequate  
d) Confirm the requirements of the permit have been communicated to all workers 
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WPCG ACCREDITATION – ACCESSING YOUR ONLINE ASSESSMENT  
1: Go to www.wpcg.com.au and click on Login or Register tab 
 
 
2: Type in your WPCG ID and Password in the spaces provided. Your password was set by 
whoever registered you in the system. Your WPCG ID was generated by the system, and sent to 
the email address that was registered to your account.  

 
 3: Forgotten your ID & Password? Click on Forgot your 
login details. Fill in your name and search for your 
company. Submit the details and an email will be sent to 
the registered email in the system. You need to fill in your 
name the same way it has been set up in registration. 
 
 

4: Once you have logged into the system you can change any of your user details by selecting My 
Profile and clicking on Edit. You can change your password by clicking on Change Password. 
 
5: To start your online assessment, select My Training and then Online Assessment 
 
 

 
 

 
 
 

 
Take your time, read the questions and the answers carefully. They are not designed to trip you 
up, they are designed to make you think and test your understanding of the program and your 
ability to locate the information. You will need to refer to your participant guide to answer the 
questions. 

You are required to achieve 100% for each part of the assessment to pass. If you don’t pass the 
first time, make note of the feedback and where you went wrong. In the following attempts the 
questions & answers may be shuffled, so make sure you read the question and answers again 
carefully! 
 
You have 3 attempts for each part.  Attempt all parts, all 3 times if required. Once you have 
attempted all parts, if you haven’t passed any of the parts you will need to e-mail WPCG Admin 
at enquiries@wpcg.com.au, with your name and the part number(s) of the assessment you did 
not pass. If you were trained by your own companies’ trainer contact them first. 
 
6: Once the assessment is complete you will be 
able to print your temporary card and a certificate 
from the My Training screen.  Your permanent 
card will be mailed out to the address on your 
profile. 
 
You can contact WPCG Admin once you have done the above or if of you have further questions  
Ph 03 9399 8002  

Forgot your login details 



  

 

 


