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Candidate Details
[bookmark: _Toc400614459]Assessment – HLTWHS001: Participate in workplace health and safety.
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for HLTWHS001: Participate in workplace health and safety.
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: _Toc400614460]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:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstrationwill require:
Performing a skill or task that is asked of you
Undertakinga simulation exercise.
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should demonstrate that you can:
1. Follow safe work practices
2. Implement safe work practices
3. Contribute to safe work practices in the workplace
4. Reflect on own safe work practices.
You should also demonstrate your:
Reading skills 
Safety skills.

[bookmark: _Toc400614461]Activities
[bookmark: _Toc366436425][bookmark: _Toc400541016][bookmark: _Toc400614462]Activity 1A
	Estimated Time
	40 Minutes

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

	Activity
	Individually, in pairs or in groups, complete the following:

Locate your WHS policy, choose three procedures and explain them, in terms of purpose and execution.

Policies and procedures for managing WHS may include:
Hazard, incident and injury reporting 
Hazard identification, risk assessment and control
Consultation and participation.


Strategies and Procedures
a) Each new employee must undergo safety training upon commencing employment
b) Staff members will undertake a Risk Management Workshop
c) A Risk Management Register has been developed to ensure the safety of the children, and others who come into the service. This register will be completed on a weekly basis.
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Activity 1B
	Estimated Time
	30 Minutes

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

	Activity
	Individually, in pairs or in groups, complete the following:

Conduct a risk management audit of the hazards at your workplace. Use the checklist below or one provided by your centre. Write a summary of your findings.

	Hazard Identification Checklist

	Risk Management Area
	Points to check
	Risk Level (circle)
	Comments

	Fire Safety and Prevention
	· Fire evacuation plans, fire equipment and fire exits are clearly marked and accessible
· Smoke alarms are in working order
· Fire drills done monthly
· Staff are trained on fire safety and evacuation
· Power points/power boards and cords in safe working order
· Cooking appliances are located in safe area and are in working order
· ______________________________________________
	Low
Medium
High
	
. 


	Storm Damage/ Maintenance
	· Shade sails safe
· Fence is safe with working lock
· No damage to building inside/outside
· Playground equipment is safe
· No poisonous plants or plants/trees that may be hazards
· ______________________________________________
	Low
Medium
High
	

	Security
	· All doors and locks work
· Alarm system works
· All valuables and important information kept in locked cabinets
· All systems backed up daily
· No cash is left on premises
· Closing procedure carried out daily
· ______________________________________________
	Low
Medium
High
	

	Safety of children
	· No trip/slip hazards
· Slippery when wet signs used accordingly
· Spills cleaned up immediately
· Medication, cleaning products, and poisonous products out of reach of children
· A high level of hygiene is carried out
· Dangerous objects (scissors, knives etc.) are kept out of reach of children
· ______________________________________________
	Low
Medium
High
	

	Safety of activities, experiences and play
	· Effective supervision is carried out at all times
· All activities are safe for children
· Equipment, obstacle courses, etc., are set up safely
· Staff promote and implement sun safety
· Food is prepared hygienically
· Staff have First Aid Certificates 
· All staff are aware of any allergies and medical conditions 
· Medication administered according to procedure
· ______________________________________________
	Low
Medium
High
	

	Child Protection
	· Environment is safe for children
· Any signs of abuse is documented and reported
· All accidents and incidents are documented
· ______________________________________________
	Low Medium
High
	


Safety procedure for using kitchen areas .when working with children having more than adult in the room for supervision. Chemical handling
Must be ensure playing area should be neat and clean. Playing area will be safe from every risk safety procedures for using playing area.
The presence of hazards and dangerous goods. The availability of and requirement to wear personal protective equipment and the location and use of emergency equipment
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Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity tofollow workplace emergency procedures.

	Activity
	Individually, in pairs or in groups, complete the following;

Outline the step-by-step procedure you must follow for responding to an emergency (fire or evacuation) in your workplace.

Include the following:

· Who must you notify?
 Notify the authorities’ ring 000.
What must you take with you?
Try to keep calm- locate any people check all store room, kitchen and toilet.
Remove all peoples from the building get everyone out.
Once outside do ahead count. Make sure everyone is safe.

· How do you account for the children in your care?
Don’t rush, push or overtake.
Use stairs don’t use lifts.

· Additional supervision requirements during an evacuation 
All staff members should be instructed of the evacuation procedure in the event of an emergency
One staff member is to be nominated to supervise all emergency arrangements.
All staff members should be made familiar with the method of giving the warning of fire, or emergency evacuation and with the escape routes available from each part of the premises.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity toidentify and implement WHS procedures and work instructions.

	Activity
	Individually, in pairs or in groups, complete the following;

List at least 6 safe work practices everyone must adhere to in order to reduce the risk of a workplace accidents.
 Using personal protective clothing and equipment, including storage and maintenance
Practicing safe posture and movements, including sitting, standing and bending
Safe manual handling techniques, e.g., when lifting, moving, etc.
Safe use of equipment such as ladders and trolleys
Taking designated breaks
Safe use of knives and sharp equipment



List at least 5 procedures everyone must follow relating to safety in your workplace.
 Machinery malfunction alarms
Serious injury alarms
Distress alarms
Fire alarms
Evacuation alarms. 











































[bookmark: _Toc366436429][bookmark: _Toc400541020][bookmark: _Toc400614466]
Activity 2B
	Estimated Time
	25 Minutes

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

	Activity
	Individually, in pairs or in groups, complete the following;

Just after mealtime, Joseph and Sammy are riding tricycles on the playground when they collide. They both fall to the ground. Joseph has a long cut on his leg that went through his pants and Sammy has a large bump on her cheek that is swelling quickly. You and another educator (Sarah Johnson) both assist the children with their injuries. Sarah treats the cut on Joseph’s leg by applying pressure, cleaning the site and putting a bandage on it. You apply ice to Sammy’s bump and monitor her for any other signs of injury.

Fill out your centre’s incident report form for this study and attach it here.

List who exactly you will report this incident to and how you will do it.


	Centre details

	Location:Shadybrook Childcare Centre

	Director: Jan Brown
	Contact phone:3333 3333

	Incident details

	Day:Wednesday
	Date:18 August 2014
	Time:2.15pm

	Report completed by: Sarah Johnson

	Type of incident (indicate which is applicable)

	 Personal injury
	 Staff
	 Child
	 Visitor

	Name of person injured:
	Marie Green

	 Damage to goods (please specify):

	 Equipment failure / damage (please specify):

	Response to incident (indicate which is applicable)

	First aid treatment administered	(please specify what / by whom etc.):
Ice applied by Susan Gold

	 Medical treatment administered	(please specify where / by whom etc.):
Taken to medical centre by Ryan Black.

	 Assistance sought: (please specify type):
	 Ambulance
	 Police
	 Counsellor

	Other information

	Who witnessed the incident? (Full name, job title where applicable, and telephone number / s):Sarah Johnson– Lead Educator, Dolphin Room, Shadybrook Childcare Centre, ph. 3333 3333

	Full description of incident:

	NOTE:Bespecific. Just after mealtime, Joseph and Sammy are riding tricycles on the playground when they collide. They both fall to the ground. Joseph has a long cut on his leg that went through his pants and Sammy has a large bump on her cheek that is swelling quickly. You and another educator (Sarah Johnson) both assist the children with their injuries. Sarah treats the cut on Joseph’s leg by applying pressure, cleaning the site and putting a bandage on it. You apply ice to Sammy’s bump and monitor her for any other signs of injury.


	Report Summary

	This report was compiled by (full name, title and contact telephone):
Susan Gold – Lead Educator, Dolphin Room, Shadybrook Childcare Centre, ph. 3333 3333

On: 18 August 2014, 2.30pm

	This report is a true and accurate summary of the incident that occurred (please sign)
Sarah Johnson

	Administration Signature:
Jan Brown

	Parent Signature (if applicable):
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to take actions to maintain safe housekeeping practices in own work area.

	Activity
	Individually, in pairs or in groups, complete the following;

Review the safety procedures and safe housekeeping practices you use in your room.
 Post signs and reminders of how to do things safely (lifting, food handling, etc.)
Keep work area clean and uncluttered
Develop systems for maintaining tidy work area.For example, posts checklists by the light switch to ensure that safety tasks are assessed daily
Make sure supplies are stocked to ensure procedures can be followed



Provide 3 written suggestions to improve these procedures and practices to your lead educator.


Always close a drawer before opening another in the filing cabinet
Never leave the desk or filing cabinet with a drawer half open
Keep items such as paper clips, thumbtacks, rubber bands, pencils, etc., off the floor where they are a slipping hazard
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity toraise WHS issues with designated persons according to organisational procedures and participate in workplace safety meetings, inspections and consultative activities.

	Activity
	Individually, in pairs or in groups, complete the following;

Henry gets a bloody nose during naptime. After using multiple tissues to clean him up, your lead educator throws away the soiled tissues into the garbage and sits down and goes back to what she was doing. You offer to take out the garbage for her, as is the policy when putting bodily contaminants in the garbage. Your lead educator says, “Oh, don’t worry about it. The bin is almost empty. Nobody follows that policy around here. And, it is in direct contradiction to our sustainability policy.”

What do you do? Be specific. 
Keep informed on current workplace health and safety information 
Report hazards to the employer 
Consult and co-operate with management 
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	Estimated Time
	15 Minutes

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

	Activity
	Individually, in pairs or in groups, complete the following;

Go to a workplace safety meeting and participate or write about one you have attended previously. 

Summarise the meeting and your contribution (include any notes you take during the meeting).


Reviewing the WHS policies and procedures
Attending regular WHS meetings
Familiarising yourself with everyone’s WHS responsibilities of mangers.
Modelling safe and healthy behaviours for co-workers
Reporting WHS issues in timely manner.
Identifying workplace hazards and risks and raising them with HSR
Reviewing and evaluating safety initiatives 

Training staff on issues that pertain to your work area specifically (lifting, food handling, etc.)
Inviting staff to contribute to daily, weekly, monthly and annual lists of things to be considered
Educating staff about common and uncommon illnesses.
Ensuring that they know when to stay home and when it is ok to come to work.
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	Estimated Time
	40 Minutes

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

	Activity
	Individually, in pairs or in groups, complete the following;

Research WHS training options available at your organisation and summarise them here.

Identify the strategies to maintain currency of safe work practices specifically at your centre, including:
· Workplace systems
· Equipment
· Processes 


Review and follow policies and procedures for accountability (daily, weekly, monthly, annual checklists)
Participate in discussions regarding current policies – this usually happens in staff meetings
Take time to ask questions of your supervisor or HSR
Participate in WHS training when necessary (daily safety routines, CPR, first aid, common work place injuries, etc.
Talking with your supervisor if you feel you do not have adequate training or experience in a particular work area
Participate in safety meetings / training sessions at the beginning of each year
Review old standards and research any changes
Read all memos / flyers / emails / notices about safety issues
Observe co-workers
Ask your supervisor or a trusted co-worker to evaluate your safety practices
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	Estimated Time
	45 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
	Individually, in pairs or in groups, complete the following;

Write a reflection about your levels of stress and fatigue. Minimum 500 words.

Suggest five ways to reduce feelings of stress and fatigue.


By reflecting on your own levels of stress and fatigue and reporting such according to workplace procedures, you are preventing injuries and incidences from occurring. Fatigue and stress are leading contributors in workplace injuries. 
Considering that stress is a major issue in modern workplaces, the following are important:
Take your rest times and breaks when they're allocated
Always take the time to sit back and relax, to clear your mind and rest your body
Get enough fresh air; take your breaks outside
Pay attention to your health issues – eat and sleep well, exercise regularly
Do not go to work when you are sick
Let your supervisor know if you are feeling stressed by events or issues at work. Remember, the problem can't be resolved unless someone knows about it. Your supervisor will treat your concerns with respect and confidentiality
Be clear about your job responsibilities. Don't perform duties for which you are not trained, and focus firstly on your own duties and areas of responsibility before helping others.
If you feel that non-work related issues or events are causing you to lose focus at work and you feel stressed, address the problem. You may like to speak to your supervisor about the way you're feeling or seek counselling. Many people find it helpful to talk to a close friend or family member as a way of trying to deal with their stress.









































[bookmark: _Toc400541026][bookmark: _Toc400614472]Skills and Knowledge Activity
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the required skills, knowledge and critical aspects of assessment.

	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:
· Reading skills
· Safety skills

Complete this activity individually, using a computer. 

You are encouraged to use your answers to the assessment activities above as your answers for this activity.

1. Research and summarise your state/territory’s legislation in relation to how it impacts workplace regulations, codes of practice and industry standards, including:
· State/territory WHS authorities
· Rights and responsibilities of employers and workers, including duty of care
· Hazardous manual tasks
· Infection control
In Australia, Safe Work Australia and Workplace Health and Safety (WHS) authorities in each state or territory have responsibilities for enforcing WHS/OHS legislation (acts and regulations). ... They're responsible for inspecting workplaces, providing advice and help, and handing out notices and penalties where necessary 
The employer's 'duty of care' means that your employer must, as far as practicable:
· provide and maintain workplaces, plant and systems of work so that you and other workers are not exposed to hazards;
· provide information about the hazards and risks from your job;
· provide you with instruction, training (including an induction) and supervision so you are able to work safely;
· consult and co-operate with safety and health representatives (if any) and employees about safety and health;
· where it is not practicable to avoid the presence of hazards, provide adequate personal protective clothing and equipment without any cost to you; and
· ensure your safety and health in relation to plant and hazardous substances at the workplace so you are not exposed to hazards.



2. Identify hazards in your work area, and write a 500 word report including:
· The definition of a hazard
change control: 
The management process for requesting, reviewing, approving, carrying out, and controlling changes to agreed-upon deliverables or operational boundaries. It is sometimes referred to as “change management”.
chemical exposure hazard:
A chemical for which there is evidence that acute (immediate) or chronic (delayed) health effects may occur in an exposed population. Exposure is related to the dose (how much), the duration and frequency of exposure (how long and how often), and the route of exposure (how and where a material gets in or on the body), whether through the respiratory tract (inhalation), the skin (absorption), the digestive tract (ingestion), or percutaneous injection through the skin (accidental needle stick). The resulting health effects can be transient, persistent, or cumulative; local (at the site of initial contact with a substance), or systemic (after absorption, distribution, and possible biotransformation, at a site distant from initial contact with a substance

· Common workplace hazards relevant to your setting 
Practical advice on electrical safety in the workplace and legal requirements for employers and landlords.
 Information on safe use of gas as a fuel in the workplace.
Basic fire safety advice for the workplace, including legal requirements, risk assessment and emergency planning. 
How to identify and minimise excessive noise at work and protect workers from its damaging effects.

· Workplace procedures for hazard identification
 There are three steps used to manage health and safety at work:
1. Spot the Hazard (Hazard Identification)
2. Assess the Risk (Risk Assessment)
3. Make the Changes (Risk Control)
1. Spot the Hazard
Key Point 
A hazard is anything that could hurt you or someone else.
Examples of workplace hazards include:
· frayed electrical cords (could result in electrical shock)
· boxes stacked precariously (they could fall on someone)
· noisy machinery (could result in damage to your hearing)
During work experience, you must remain alert to anything that may be dangerous. If you see, hear or smell anything odd, take note. If you think it could be a hazard, tell someone.
[bookmark: H3N10056]2. Assess the Risk
Key Point 
Assessing the risk means working out how likely it is that a hazard will harm someone and how serious the harm could be.
Whenever you spot a hazard, assess the risk by asking yourself two questions:
· how likely is it that the hazard could harm me or someone else?
· how badly could I or someone else be harmed?
Always tell someone (your employer, your supervisor or your health and safety representative) about hazards you can't fix yourself, especially if the hazard could cause serious harm to anyone.
For example:
· ask your supervisor for instructions and training before using equipment
· ask for help moving or lifting heavy objects
· tell your supervisor if you think a work practice could be dangerous
If you are not sure of the safest way to do something on work experience, always ask your work experience supervisor.
[bookmark: H3N10086]3. Make the Changes
Key Point 
It is your employer's responsibility to fix hazards. Sometimes you may be able to fix simple hazards yourself, as long as you don't put yourself or others at risk. For example, you can pick up things from the floor and put them away to eliminate a trip hazard.
The best way to fix a hazard is to get rid of it altogether. This is not always possible, but your employer should try to make hazards less dangerous by looking at the following options (in order from most effective to least effective):
· Elimination - Sometimes hazards - equipment, substances or work practices - can be avoided entirely. (e.g. Clean high windows from the ground with an extendable pole cleaner, rather than by climbing a ladder and risking a fall.)
· Substitution - Sometimes a less hazardous thing, substance or work practice can be used. (e.g. Use a non-toxic glue instead of a toxic glue.)
· Isolation - Separate the hazard from people, by marking the hazardous area, fitting screens or putting up safety barriers. (e.g. Welding screens can be used to isolate welding operations from other workers. Barriers and/or boundary lines can be used to separate areas where forklifts operate near pedestrians in the workplace.)
· Safeguards - Safeguards can be added by modifying tools or equipment, or fitting guards to machinery. These must never be removed or disabled by workers using the equipment.
· Instructing workers in the safest way to do something - This means developing and enforcing safe work procedures. Students on work experience must be given information and instruction and must follow agreed procedures to ensure their safety.
· Using personal protective equipment and clothing (PPE) - If risks remain after the options have been tried, it may be necessary to use equipment such as safety glasses, gloves, helmets and ear muffs. PPE can protect you from hazards associated with jobs such as handling chemicals or working in a noisy environment.
Sometimes, it will require more than one of the risk control measures above to effectively reduce exposure to hazards.
[bookmark: H3N100BA]



3. Your assessor will observe you in your workplace. S/he will be looking for you to demonstrate the following skills and knowledge:
· Safety signs and their meanings, including signs for:
· Dangerous goods classifications 
· Emergency equipment
· Personal protective equipment (PPE)
· Specific hazards such as sharps, radiation 
· Workplace emergency procedures
· Workplace policies and procedures for WHS
· Contributed to a WHS meeting or inspection in workplace
· Conducted a workplace risk assessment and recorded the results
· Consistently applied workplace safety procedures in the day-to-day work activities required by the job role
· Followed workplace procedures for reporting hazards
· Followed workplace procedures for a simulated emergency situation
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	Estimated Time
	60 – 120 Minutes

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

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
You must individually answer the following questions in full to show your competency of each element.
Individually, complete the following and present it as a portfolio. Use a computer to complete this report.

1) Write a 500 word (minimum) evaluation of WHS policies as well as your centre’s specific safety policies. 

2) Complete the safety audit checklist (below) of your workplace and write a summary of your findings.

3) Complete a hazard identification checklist (use the one you’ve completed in Activity 1B) and summarise your findings.

4) Present the summary of your findings in 1-3 to the HSR and your supervisor and discuss what stood out.

5) After consulting with the HSR and your supervisor, prepare 5 recommendations to improve safety at your centre based on your findings.
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