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Candidate Details
[bookmark: _Toc431116930]Assessment – HLTWHS002: Follow safe work practices for direct client care
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for Unit Code: Unit title. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc431116931]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________

Activities
[bookmark: _Toc431116932]Activity 1A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to follow workplace policies and procedures for safe work practices.

	Activity
	Identify three separate procedures that must be followed for the health and safety of your employees.

Individual answers will vary, depending on organisations. However, the learners may identify procedures for dealing with emergencies, resolving conflicts with customers, using specific types of machinery or storing potentially dangerous chemicals and equipment.
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Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify existing and potential hazards in the workplace, report them to designated persons, and record them according to workplace procedures.

	Activity
	Identify a hazard from each of the following categories and explain what you would do in each instance:

· Environmental
· Client-based
· Staff-based
· People based

All answers will vary depending on the examples that the learner picks. 

For example:

Environmental: a flap of carpet has come loose in a room. This is a trip hazard that could affect anyone that goes into the room. This could be fixed through the use of contact glue and carpet staples or by calling in a professional to repair it. 





[bookmark: _Toc431116934]Activity 1C
	Estimated Time
	Minutes

	Objective
	To provide you with an opportunity to identify any client-related risk factors or behaviours of concern, report them to designated persons, and record them according to workplace procedures.

	Activity
	What would you do if:

· You noticed a puddle of water in the kitchen
· You noticed a flap of carpet loose in the building
· You slipped on the floor in the hallway 

Give the best answer you can. If organisational policy stipulates action, include this.

All answers will vary between learners, but may include:
· Cordon the area off, mop it up, then look to see where the leak came from, reporting the issue if necessary. 
· Put a safety cone on the carpet or similar. Either fix the issue yourself to a high standard or cordon the area off and call a maintenance technician. 
· Assuming you are not injured, work out why you slipped; if you slipped through your own negligence, learn from this. If you slipped because the floor is slippery or worn, warn your colleagues and take action to replace the floor.





[bookmark: _Toc431116935]Activity 1D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to follow workplace policies and procedures to minimise risk.

	Activity
	What policies and procedures does your organisation impose or recommend in the following situations:

· Working in a new environment?
· A staff member doesn’t turn up for work?
· A client becomes violent?

All answers will vary between learners depending on their organisation and the policies and procedures that are in place. Their answers should demonstrate that they understand how these policies and procedures apply to the situations above.





[bookmark: _Toc431116936]Activity 1E
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to identify and report incidents and injuries to designated persons according to workplace procedures.

	Activity
	Identify an emergency situation that could occur at work:

· Gas leak
· Building collapse
· Flood
· Bomb alert
· Other.

And outline the roles, expectations and limitations of various roles:

· What they need to do:
· What they could do, if possible:
· What they should not do:

All answers will vary. Any scenario, except fire, that is suitable may be used. Learners should be able to recognise their expectations and limitations, as well as those of others. 

Roles may mean general staff, managers, etc. 





[bookmark: _Toc431116937]Activity 2A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to follow manual handling procedures and work instructions for minimising manual handling risk.

	Activity
	Role playing activity

Choose a manual handling activity that is carried out in your workplace. 

Demonstrate how to do it, following established manual handling procedures and work instructions for minimising risk.

Next, demonstrate how it could be done with no regard for safety and explain each risk associated with this method. Note: do not actually do the task in this way, but indicate and use gestures to show how it would be done hypothetically to explain your answer. 

All answers will vary.

Learners should be able to follow established procedure and explain the risks of not doing this, such as by pointing out how they would lift with their back or twist too far, etc. 

Ideally, learners should perform their activity individually, to prevent other learners copying. This is not a necessary requirement, but would be more ideal.





[bookmark: _Toc431116938]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify manual handling hazards and report in line with workplace procedures.

	Activity
	Role playing activity

Choose from one of the following categories:

· Moving people
· Carrying manageable items
· Moving heavy or bulky items
· Postural movements.

Describe an action or task to be carried out that belongs in your category. 
Next, individually demonstrate how you would handle it correctly, explaining any specific points, such as ‘keep your back straight,’ or a particular grip, etc. 

All answers will vary between learners.
 
Ideally, learners should perform their activity individually, to prevent other learners copying. This is not a necessary requirement, but would be more ideal.





[bookmark: _Toc431116939]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to apply control measures for minimising manual handling risk.

	Activity
	Locate a risk assessment form from:

· Workplace
· Government website
· Other suitable website or source 

And identify an activity to plot on the risk assessment form. 

What conclusion do you come to?

All answers will vary. You can provide the class with a standard form or let them source their own online. It would be beneficial if everyone used the same form, but not essential.





[bookmark: _Toc431116940]Activity 3A
	Estimated Time
	Minutes

	Objective
	To provide you with an opportunity to follow standard precautions as part of own work routine to prevent the spread of infection.

	Activity
	List the benefits associated with:

· Washing hands
· Safe disposal of sharps
· Surface cleaning
· Management of bodily fluid spills
· Personal Protective Equipment 

And how they contribute to the prevention of infection.

All answers will vary between learners. 

Washing hands: reduces spread of infection to yourself and others. 

Surface cleaning: kills germs, stops the spread, good hygiene, etc. 

PPE: gloves and masks, etc, prevent you picking up and spreading infections.





[bookmark: _Toc431116941]Activity 3B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to recognise situations when additional infection control procedures are required.

	Activity
	Identify a situation in which you would be required to apply additional infection control procedures.

· Why is it needed?
· What would you do?

All answers will vary. 

For example, when treating a client with HIV, you would take additional precautions to protect yourself and others. 

This would involve:

· Not having any sexual contact with the client (which may be illegal anyway!)
· Being extra careful with sharps used on this person.
· Being extra careful with managing this person’s:
· Blood
· Semen / pre-seminal fluid
· Vaginal fluids
· Anal fluids / mucus 
· And to a lesser extent:
· Faecal matter
· Nasal mucus
· Saliva
· Sweat
· Tears
· Urine
· Vomit





[bookmark: _Toc431116942]Activity 3C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to apply additional precautions when standard precautions alone may not be sufficient to prevent transmission of infection.

	Activity
	How can you ensure that additional precautions are applied when required?

Give an example of this. 

All answers will vary between learners. They should demonstrate that they understand how to apply additional precautions when required with an appropriate example.





[bookmark: _Toc431116943]Activity 3D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify risks of infection and report them according to workplace procedures.

	Activity
	Case study

1. Every time Tom cooks he seems to become ill with a stomach upset. Why could this be? How can he avoid getting ill when he cooks?

2. Sophie seems to catch every sniffle and sneeze that is going in the building. Why could this be? How can she avoid catching everything?

3. Andrew has caught head lice three times this year so far and is sure he is getting them from work, as each time he has caught them he has been doing overtime at another residential home. How could this be? What can he do to tackle this issue?

Tom could be using dirty equipment, using unhygienic surfaces, undercooking his food, cross-contaminating raw meat, using spoilt meat, etc. He should check all these things in future. 

Sophie should try washing or sanitising her hands and avoiding prolonged contact with contagious clients. If she notices anyone sneezing or coughing or with a cold, she should remind them to cover their mouths and be aware of the increased levels of germs around this person. 

If he is sure they are coming from work and not from home, Andrew could take steps to have the residents all treated for head lice, a move that would be useful to schedule at intervals in the future. He should also make sure he doesn’t use a comb or brush from the building and is careful when using towels, etc. 





[bookmark: _Toc431116944]Activity 4A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to raise WHS issues with designated persons according to organisational procedures.

	Activity
	Give an example of how you can adhere to your requirements at work, in terms of your WHS responsibilities. 

For each of the following, give an example of how you could meet these requirements:

· Work safely 
· Wear PPE where required
· Follow safety procedures and requirements
· Not destroy or compromise equipment and resources provided to them
· Not interfere with safety equipment 
· Not act in a way that compromises the safety of yourself, colleagues, clients and the public
· Report WHS issues / hazards, etc. 

All answers will vary. Learners should identify an action they could take to give an example of each point.

Example:
Wear PPE: always wear gloves when applying cream or ointment to a patient. 

Identify three task or role-specific issues or concerns you could encounter and note who you would consult for help and why. 

All answers will vary.

For example:
You are concerned that a colleague is not going to turn up for work because they are very late. Speak to the manager or team leader, who will be able to contact the colleague and arrange cover, if required.





[bookmark: _Toc431116945]Activity 4B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to participate in workplace safety meetings, inspections and consultative activities.

	Activity
	What types of inspection are carried out in your workplace? How are you expected to follow up on areas of concern?

Learners may reference different types of inspection, depending on the nature of their organisations. However, the main types are as follows.

· Safety tours – Involving general evaluation of the workplace
· Safety sampling – Conducting sampling of potentially dangerous areas and practices
· Safety surveys – Asking employees for perspectives on health and safety
· Incident inspections – Assessing the workplace after a serious injury/illness or near miss caused by lack of care and concern for health and safety.

Different follow up actions may also be taken. However, learners may highlight the means of discussing any findings, agreeing on ways of addressing risk, and reporting to the workforce.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to contribute to the development and implementation of safe workplace policies and procedures in own work area.

	Activity
	This activity is about providing feedback to supervisors about hazards.

What would you do if:

· You noticed that a hoist was broken?
· You noticed that water in the front porch was leaking into the hallway?
· You saw someone lifting something incorrectly?
· You identified that a resident had the flu?
· You thought a colleague might be intoxicated?
· You noticed that a door was hanging off its hinges?

Who would you contact? And how?

Learners should indicate who they would contact in each instance. 

Broken hoist: tell relevant manager by finding him and telling him, so he can arrange a repair.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work role.

	Activity
	Identify any equipment that poses a risk in your workplace. What safety measures and precautions are in place to limit the risks associated with this equipment?

Learners may specify different types of equipment. The control measures and precautions are also likely to vary. However, learners may highlight the importance of carrying out inspections, risk assessments, and tests. Safety measures include the following.

· Installing temporary guarding
· Ensuring safe access
· Providing suitable protective clothing and accessories
· Using equipment under supervision
· Arranging comprehensive training
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to reflect on own levels of stress and fatigue, and report to designated persons according to workplace procedures.

	Activity
	Identify eight symptoms of stress and fatigue.

Symptoms include the following.

· Increased blood pressure
· Chest pains
· Palpitations
· Stomach aches
· Headaches
· Sleep problems
· Fatigue
· Unusual behaviour
· Lack of concentration
· Depression
· Anxiety
· Irritability
· Lack of confidence
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to participate in workplace debriefing to address individual needs.

	Activity 5C Activity
	Identify the primary purposes of workplace debriefing sessions.

Learners should be aware that debriefing sessions may be held in response to workplace incidents, or as regular project reviews. They should know that debriefing sessions allow employees to identify their safety concerns. Debriefing sessions also allow for the assessment of incident responses and development of new safety strategies. They are also for the recognition and reward of employees who have made a positive contribution to health and safety.





[bookmark: _Toc431116950]Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· State/territory legislation and how it impacts on workplace regulations, codes of practice and industry standards
· Safety symbols and their meanings, including signs
· Hazard identification
· Safety considerations when working in a home-based environment
· Workplace emergency procedures
· Workplace policies and procedures for WHS

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

This is a demonstrative/role-playing activity. Your instructor will set up a scene for you to encounter. You will have to:

· Risk assess the task/situation. 
· Identify potential issues and problem-solve (verbally)
· Explain how you could do this safely (verbally)
· Perform a demonstration of the task using the equipment provided.

Instructor: you should set up a scenario for the learners to encounter. You may address any issue, but should ideally incorporate an element from the unit, such as manual handling. This is a good opportunity to tackle a particular problem at work, such as if you frequently have problems with back injuries or people ignoring hazards. You could also position many hazards in the room and ask learners to identify as many as they can. 

Ideally, learners should tackle this individually.






[bookmark: _Toc431116951]Major Activity								
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Follow safe work practices for direct client care
2. Follow safe work practices for manual handling
3. Follow safe work practices for infection control
4. Contribute to safe work practices in the workplace
5. Reflect on own safe work practices

1. How can applying practical strategies and organisational procedures minimise risk?

Following advice and guidance is for your best interest. Can avoid particular issues by following advice and being sensible. 

All answers will vary, such as approach or contact management, fill in proper forms, etc. 

2. [bookmark: _GoBack]How is an unstable environment different to a familiar or stable one, in terms of safety?

Can’t fully adjust, must always be prepared, must be able to cope with issues. Out of comfort zone. 

3. Why is it important to identify manual handling hazards?

To be prepared and to avoid accident or injury. 

4. What are Manual Handling Codes of Conduct for?

Provide relevant information about safety and advice when manually handling and also contain information on laws and regulation regarding these activities. 

5. Why should you apply recognised control measures to manual handling tasks?

To minimise the chances of injury, to make the task easier. 

6. What are manual handling procedures designed for?

To illustrate to staff the correct and ideal way to do things. 

7. Why is it useful to identify the risks of infection?

So you can prepare yourself and take preventative action – before it is too late!

8. How can you incorporate standard precautions into your work routine?

By doing them until they become habit, such as automatically wiping down surfaces and sterilising your hands after handling someone. 

9. How would you recognise a situation in which additional infection control measures would be needed?

Knowledge of existing infection or increased level of threat. Understanding of different needs and vulnerabilities of self and clients. 

10. Why might standard procedures not be sufficient to prevent the transmission of infection?

For example, if there is an increased risk of infection or an outbreak has happened. 

11. Why should staff be constantly mindful of infection risks?

They can act as carriers and infect other staff and clients. Disruption caused by time off work, etc. 

12. What should you do if you identify a hazard during work duties? Why?

Report it and take appropriate action to prevent accident or injury to self or others and damage to equipment. 

13. How do you assess the level of risk of an action or item?

Make a personal judgement, think of the consequences, see if there’s a better or safer way to do it, etc. . 

14. Why should you report hazards and WHS issues to the correct personnel?

To fulfil organisational and legal obligations and to ensure that the issue is dealt with properly. 

15. How would you find out about your workplace procedures and instructions for dealing with risks and hazards?

Training, ask manager, ask for handout, ask colleagues, etc. 

16. In dealing with a hazardous event, why is it important that you do not exceed your scope of responsibilities?

Dangerous for self and others, insurance purposes, stick to the agreed schedule and plan, etc. 

17. Why is it important that both employers and employees meet their obligations for WHS?

To ensure a mutually beneficial and safe workplace for all. 

18. Why is it important to ask advice from people who are related to or understand your role or department?

To get the correct advice, etc. 

19. Why should you contribute to participative arrangements for WHS management?

Can be good for many to join in, more ideas, feel involved, fair chance for everyone, progression of the workplace and the company, etc. 

20. Why should you report to supervisors in line with organisational policies and procedures?

To make sure your report is received, follow protocol, etc. 

21. Why should you support risk control procedures?

To help ensure the safety of myself, colleagues, clients and the public.

22. Why should stress and fatigue by reported at the earliest opportunity?

As there will be a good chance of developing effective solutions.

23. Which measures may be agreed during incident debriefing sessions?

Measures include.

· Allowing time away from the workplace for recovery
· Counselling within and outside the workplace
· Thorough assessment of the working environment, to avoid any recurrences
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