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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: 		Rhushenda Beck
Address:	25/10 Diamond Street Slacks Creek QLD 4127
Email:		Rhushenda.beck@outlook.com
Employer:	Daisy Hill Early Learning Centre
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:		R.Beck
Date:		24/12/2016
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 demonstration will require:
Performing a skill or task that is asked of you
Undertaking a 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.

The Safety Policy is implemented to ensure that the prevention of accidents becomes an essential part of a caregiver’s responsibility. 

Toys
Provide toys appropriate for the age group which will be using them. Children under three years who mouth toys, equipment must be large enough not to be swallowed and finished with a non-toxic coating. Check all equipment is in good condition. If damaged, remove from use until repaired. 

Car Park
Parents and educators are to be made aware of children’s health and safety in the car park. Points to consider:
· Be a courteous driver
· Be aware of the surroundings
· Limit your speed to 5km/hr
· Read and obey all signs
· Supervise children at all times
· Do not leave valuables in the car
· Use the correct child restraints
· Do not leave children in the car

Highchairs
Babies and toddlers must always be strapped into highchairs with harnesses. Supervise the child at all times when in a highchair. 
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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
	All fire equipment to be professionally checked in March.

	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
	To be checked upon each storm.

	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
	Staff’s responsibility to ensure valuables are locked away, including work laptops.

	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
	Care needs to be taken in  early morning and late afternoon when babies are in the nursery.

	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
	Back playground requires painting/ staining.

	Child Protection
	· Environment is safe for children
· Any signs of abuse is documented and reported
· All accidents and incidents are documented
	Low Medium
High
	Ensure staff follow procedures.
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Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to follow 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?
· What must you take with you?
· How do you account for the children in your care?
· Additional supervision requirements during an evacuation

Fire Procedure:
1. Persons discovering the fire sounds the alarm – dials 000
2. Rolls and fire ba to be taken preferably by the group leader. Nominated supervisor should have list of parent contact numbers
3. Evacuate rooms in accordance with the diagrams posted around the centre. If possible, close doors and windows as you leave the building. Assemble in a safe area.
4. Nominated supervisor to check all rooms and storerooms.
5. Once assembled, group leaders should check rolls. Nominated supervisor to be notified of any missing persons
6. On arrival of emergency services the nominated supervisor or person in charge should advise officer-in-charge the location of the fire
7. No not re-entre the building until the “all clear” is instructed by the officer-in-charge
8. Notify parents as soon as possible about safety of children
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify 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.

WHS legislation
Safety standards of your industry
Codes of practice 
Organisation WHS policies and procedures.
Policies and procedures for managing WHS may include:
Hazard, incident and injury reporting 
Hazard identification, risk assessment and control
Consultation and participation.

List at least 5 procedures everyone must follow relating to safety in your workplace.

Purpose and how the policy is to be used
Duty of care statement 
Risk management process
Accident and injury procedures
Incident and hazard reporting procedures. 
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Activity 2B
	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
	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.


Attached.

The director would be notified, along with Sammy’s parents in accordance to our incident policy which states all head wounds will be reported to parents immediately. 
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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. 

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

Encourage children to participate more in the tidying of toys and general cleaning. For example, have them wipe over their own beds.
Encourage more family input
Ensure all doors are securely closed at all times.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to raise 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.
I would encourage the lead educator next time to use a smaller plastic bag for contaminated tissues, and in order to prevent disease I would take out the bin. 
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	Estimated Time
	15 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
	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).

A major point was to further remind staff to always display a “wet floor” sign when mopping. Not only in the main foyer, but also the staff kitchen, staff toilet, and children’s bathroom.
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	Estimated Time
	40 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 area.

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

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

Staff meetings often include a segment on workplace health and safety. This may include updated policies and procedures or simple reminders. 

Equipment is checked on a regular basis, usually annually to ensure it is all up to date and relevant.

Each month we have a drill, either a fire drill, lock down drill or other emergency drill. This ensures that all staff know the processes, and that children also learn what to do and how to follow direction should an emergency occur.


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


Maintaining currency of safe work practices ensures that safety is of the upmost importance in your workplace and that you care about the safety and wellbeing of your co-workers and clients.
Ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work area:
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.

Once finishing work at 5pm on Friday, I felt tired and relieved that it was finally the weekend, and a long weekend! It had been a stressful week, being the last week many children will be there until the new year, and the last week before our director returned from long service leave.

On Friday one of the babies was not well; the parents had been notified early in the day however chose not to collect the child. The staff were worried about his health, and concerned that other babies may contract the illness. The entire room was thoroughly cleaned multiple times throughout the day, adding to the stress within the nursery due to the changes in routine.

The two year old children (explorers) and toddlers were combined for the day due to there not being many children in the centre. This disrupted the routine of both rooms, and made it stressful for the children, being in a new room and with new people. Many children did not want to sleep because they did not feel comfortable in the new setting. This added further to the staffs stress.

In the afternoon all the children in the centre played together outside. We had cake and jelly for afternoon tea which led many children to being hyperactive due to the amount of sugar. The bins were overflowing and a lot more had to be put into them due to rooms having a clean out. It was exhausting work for all involved. In order to reduce the feeling of fatigue at work we all sat with the children while they were eating and refreshed ourselves with some fresh fruit.

In order to reduce feelings of stress and fatigue at work I find it good to take a moment out, perhaps walk to the staffroom (while taking a bag of rubbish to the bin) and standing in the air-conditioning for a moment and enjoy a glass of water or bite to eat. From the staff room you can hear relaxing music coming from the nursery sleep room. It is incredibly soothing.  I also try to leave the workplace on lunch in order to feel that it has been a break from work. Once returning home a swim in the pool is a great way for me to forget about the day’s worries and to enjoy some time to relax before taking care of duties at home. I enjoy listening to music also, particularly while studying or cleaning.

In order to reduce my feeling of stress, fatigue and exhaustion upon returning home I enjoyed a movie and nice dinner prepared by my husband. This long weekend I will attempt to complete my assignments for the Certificate 3, enjoy a spot of fishing and relax by the pool. I also plan to finish a few small tasks around the house, however will do my all in order to not stress about work or feel exhausted and fatigued upon returning to work. Though facing many health issues I will not allow them to impact my ability to do the job in which I love. I attempt to not bring work issues home with me, and attempt to not allow personal issues and stress to impact my ability to work well. 
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	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
Nationally uniform laws ensure workers in Australia have the same standard of health and safety protection, regardless of the work they do or where they work. Nationally uniform work health and safety laws means greater certainty for employers (particularly those operating across state borders) and, over time, reduced compliance costs for business. More consultation between employers, workers, and their representatives, along with clearer responsibilities will make workplaces safer for everyone.
· Rights and responsibilities of employers and workers, including duty of care
The WHS Act requires all PCBUs to ensure the health and safety of workers, so far as is reasonably practicable. Workers include volunteers, contractors and contractors’ workers. PCBUs also have the same duty of care to any other people who may be at risk from work carried out by the business. A self-employed person must ensure his or her own health and safety while at work, so far as is reasonably practicable.
· Hazardous manual tasks
A hazardous manual task, as defined in the WHS Regulations, means a task that requires a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one or more of the following:  repetitive or sustained force  high or sudden force  repetitive movement  sustained or awkward posture  exposure to vibration. These factors (known as characteristics of a hazardous manual task) directly stress the body and can lead to injury.
· Infection control
Any infection to which the carrying out of work is a significant contributing factor, including any infection that is reliably attributable to carrying out work: (i) with micro-organisms (ii) that involves providing treatment to a person (iii) that involves contact with human blood or body substances, or Guide to the Work Health and Safety Act 2011 15 (iv) involves handling or contact with animals, animal hides, skins, wool or hair, animal carcasses or animal waste products.

2. Identify hazards in your work area, and write a 500 word report including:
· The definition of a hazard
· Common workplace hazards relevant to your setting
· Workplace procedures for hazard identification

A hazard is anything in the workplace that has the potential to harm people. Hazards can include objects in the workplace such as machinery or dangerous chemicals. Other hazards relate to the way work is done. For instance, hazards on a production line could include manual handling, excessive noise and fatigue caused by the pace of work. A risk arises when it’s possible that a hazard will actually cause harm. The level of risk will depend on factors such as how often the job is done, the number of workers involved and how serious any injuries that result could be.
In childcare there are many hazards that need to be continually monitored. This includes:
· Toys and equipment such as tables and high chairs, broken toys, unsafe toys, stored toys and more
· Heating and electrical – electrical outlets are capped with safety plugs. Electrical cords are out of children’s reach, all heater within children reach are safely guarded.
· Cots/Beds and bedding. Cots must be safely positioned and in good repair. There are to be no entrapment hazards on the cot, and all must be free of any string, ribbon, ties, betting and bumpers. Bedding is to be stored appropriately.
· Storage. All cleaning materials, detergents etc. are to be stored out of children’s reach, in secured and labelled cupboards. All chemicals are to be stored separately from food. Medicine is to be stored out of children reach in an appropriate container at the correct temperature. First aid kits are to be labelled. Items such as knives, plastic bags and matches are to be kept out of children’s reach.
· Entries and exits are to be clear and easily opened by adults.
· Rubbish bins are to be emptied and cleaned. 
· Floors should be clean and maintained in order to reduce accidents.
· No cords are to be within a child’s reach, for example blinds or curtains. 
· Windows are not to be damaged. Opened windows should not create a hazard.
· Outdoor area is to be free of hazards, for example broken equipment, rubbish, water collection, garden tools, trip hazards, vandalism.
· Gates are to be locked or closed as applicable. Latches to be in working order.
· Nothing near fencing/gates that would assist a child in climbing over.
· The effective height of all fences/gates is to be maintained.
· The sandpit is to be clear of rubbish.
· Soft-fall is to be clear of rubbish.
· Rubbish awaiting collection is inaccessible to children and is stored appropriately. 
All policies and procedures relating to hazards and risks can be found in the KAL Policy and Procedures manual for further reference.

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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