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[bookmark: _Toc329018036][bookmark: _Toc400614434]Unit Description
Description
This unit describes the skills and knowledge required for workers to participate in safe work practices to ensure their own health and safety, and that of others.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of endorsement.
Application of Unit
This unit applies to all workers who require knowledge of workplace health and safety (WHS) to carry out their own work, either under direct supervision or with some individual responsibility
Unit Sector
No sector assigned
[bookmark: _Toc329018037][bookmark: _Toc400614435][bookmark: _Toc329018038]
Performance Criteria
	Performance criteria specify the level of performance needed to demonstrate achievement of the element. Elements define the essential outcomes.

	Element
	Performance criteria

	1. Follow safe work practices
	1.1 Follow workplace policies and procedures for safe work practices
1.2 Identify existing and potential hazards in the workplace, report them to designated persons, and record them according to workplace procedures
1.3 Follow workplace emergency procedures

	
	

	2. Implement safe work practices
	2.1 Identify and implement WHS procedures and work instructions
2.2 Identify and report incidents and injuries to designated persons according to workplace procedures
2.3 Take actions to maintain safe housekeeping practices in own work area

	
	

	3. Contribute to safe work practices in the workplace
	3.1 Raise WHS issues with designated persons according to organisational procedures 
3.2 Participate in workplace safety meetings, inspections and consultative activities
3.3 Contribute to the development and implementation of safe workplace policies and procedures in own work area

	
	

	4. Reflect on own safe work practices
	4.1 Identify ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work area
4.2 Reflect on own levels of stress and fatigue, and report to designated persons according to workplace procedures
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	This section describes the skills and knowledge required for this unit.

	Required skills

	· Reading skills to accurately read and interpret workplace safety policies and procedures including safety signs, dangerous goods classifications and safety instructions
· Safety skills to:
· Contribute to a WHS meeting or inspection in workplace
· Conduct a workplace risk assessment and recorded the results
· Consistently apply workplace safety procedures in the day-to-day work activities required by the job role
· Follow workplace procedures for reporting hazards
· Follow workplace procedures for a simulated emergency situation.

	Required knowledge

	· State / territory legislation and how it impacts on 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


· Safety signs and their meanings, including signs for:
· Dangerous goods classifications 
· Emergency equipment
· Personal Protective Equipment (PPE)
· Specific hazards such as sharps, radiation 
· Hazard identification, including:
· Definition of a hazard
· Common workplace hazards relevant to the industry setting
· Workplace procedures for hazard identification
· Workplace emergency procedures
· Workplace policies and procedures for WHS

[bookmark: _Toc329018039][bookmark: _Toc400614437][bookmark: _Toc329018040]
 Range Statement 
	The range statement relates to the unit of competency as a whole. It allows for different work environments and situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below. Essential operating conditions that may be present with training and assessment (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be included.
No Range Statement was available at the time of writing (October 2014). If and when this information becomes available, you will be informed of this via email and will be able to download the updated unit free of charge. 





[bookmark: _Toc400614438]Evidence Guide
	The Evidence Guide provides advice on assessment and must be read in conjunction with the performance criteria, required skills and knowledge, range statement and the Assessment Guidelines for the Training Package.

	Overview of assessment

No Evidence Guide was available at the time of writing (October 2014). If and when this information becomes available, you will be informed of this via email and will be able to download the updated unit free of charge.
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Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
· Smile
· Support and encourage other participants
· When someone is contributing everyone else is quiet
· Be patient with others who may not be grasping the ideas
· Be on time
· Focus discussion on the topic
· Speak to the trainer if you have any concerns. 
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc400614440]Objectives
Know how to follow safe work practices
Understand how to implement safe work practices
Explain how to contribute to safe work practices in the workplace
Demonstrate how to reflect on own safe work practices
Understand and apply the skills and knowledge. 




[bookmark: _Toc400614441]1. Follow safe work practices

1.1. 	Follow workplace policies and procedures for safe work practices
1.2. 	Identify existing and potential hazards in the workplace, report them to designated persons
1.3. 	Follow workplace emergency procedures
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[bookmark: _Toc400614442]1.1 - Follow workplace policies and procedures for safe work practices
[bookmark: _Toc400614443]Policy and procedure 
All community services organisations are required by law to implement Workplace Health and Safety (WHS) policies and procedures to protect the health and safety of workers, clients and others using or attending the service. These policies determine the actions workers are expected to take to ensure they apply safe work practices.
Every worker has an important role to play in ensuring a safe workplace environment and helping co-workers to do the same. There are regulations and guidelines in place to support workplace safety. In addition, most workplaces have their own policies and procedures specific to their industry or area of work.
To work safely and effectively in your workplace you must be aware of and follow:
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.
A typical WHS policy should include:
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. 
Objectives of the WHS policy will include:
Identification and evaluation of health and safety hazards related to the organisation’s activities
Activities to eliminate or control any such hazards
Communication protocols to share knowledge of hazards identified by individuals or groups 
Process for the arrangement of medical services for the treatment of workplace illnesses or injuries and for the management of special emergencies
Health promotion programs designed to encourage employees and clients to maintain their health. 
Sample workplace health and safety policy:
Shadybrook Childcare Centre
Risk Management Policy

Policy Statement
In line with duty of care requirements, Shadybrook Childcare has implemented risk management procedures to protect and safeguard the children, staff, visitors and parents in this centre. This is our commitment to welfare, safety and well being of the Happy Days community. All staff, visitors, etc., must have a Blue Card / Positive Notice. If not, an Application must be made immediately- before working with the children / at the centre. 

Rationale
Being prepared for any situation is a duty of care for staff, children, visitors or any person involved with this centre. This centre has a commitment to duty of care, and has policies in place that will minimise the risks for children in our care and the care professionals who work at Shadybrook Childcare Centre.

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.

Links to other policies: Blue Card / Positive Notice Policy

Sources: 
Commission for Children and Young People and Child Guardian Act 2000; Commission for
Children and Young People Amendment Regulations (No 1) 2006

Policy Created: Monday, April 16, 2014
Policy Reviewed: July 2014
Policy review date: July 2016
Signatures: Mary Smith

[bookmark: _Toc400614444]Work Health and Safety Act 2011 (Commonwealth)
Workplace health and safety legislation sets out the health and safety requirements affecting all Australian workplaces and work activities. This legislation provides a framework for managing health and safety risks in workplaces and set out legal requirements affecting performance of work that must be followed.
Regulations set out the legal requirements to prevent or control certain hazards that might cause injury or death in the workplace. If a regulation exists for specific risks at your workplace (e.g. noise, hazardous substances, confined spaces, etc.), in order to meet your obligations under the Act you must do what the regulation says to prevent or minimise the impact of the risk. 
On January 1st 2012, a national Work Health and Safety Act (2011) was implemented. The model work health and safety legislation consists of an integrated package of a model Work Health and Safety (WHS) Act, supported by model Work Health and Safety (WHS) Regulations, model Codes of Practice and a National Compliance and Enforcement Policy.
Workplace Health and Safety legislation contains obligations to exercise a ‘duty of care’ in relation to health and safety in the workplace. Duty of care places into a legal form a moral duty to anticipate possible causes of injury and illness and to do everything reasonably practicable to remove or minimise these possible causes of harm. 
You must take reasonable action to make sure that:
Accidents are prevented
People are protected from being hurt
Health is looked after and encouraged
Hazards are removed or controlled.
Under WHS legislation your workplace is obliged to provide:
Safe premises
Safe machinery and materials
Safe systems of work
Information, instruction, training and supervision
Suitable working environment and facilities. 
It is your responsibility to make sure you know the safety procedures and concerns for your industry and apply safe work practices at all times. 
Work Health and Safety Duties – Legislative Fact Sheets can be downloaded from Safework Australia: http: / / safeworkaustralia.gov.au
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[bookmark: _Toc400614446]1.2 - Identify existing and potential hazards in the workplace, report them to designated persons
[bookmark: _Toc400614447]Identifying hazards
Risk management is an organisational issue and a successful program requires the commitment and cooperation of all. All managers and their staff need to recognise the fundamental importance of workplace health and safety risk management for it to work. Best practice is embedding workplace health and safety risk management into daily usage at all levels of an organisation. Achieving best practice is how you can integrate risk management principles and practices into everyday business practice. 
As an employee, you are required to follow work processes and procedures in identifying hazards and have procedures in place to help outline your responsibilities. When you are rostered onto a morning or afternoon shift you are required to sign off on the procedure tasks as you do them so as you have created a safe environment identify hazards before children and parents entre the premises. 
Depending on your workplace, the list of things you may need to check as you sign in or out include, but are not limited to:
Entrances and exits clear of clutter and easily accessible. 
Ensure all doors are able to be opened easily in case of an emergency
All windows should be locked and blind cords should be out of reach of children
Ensure all floors are cleaned of spills, or items that can be a choking hazard or tripping hazard
Check to make sure electrical outlets are covered and cords are not reachable
Check to ensure hot items / areas are clearly marked and out of reach of children
Ensure that heavy items cannot be pulled or knocked down creating injury
Check to make sure smoke detectors are up to date
Ensure furniture is safe and functional for its intended purpose
Ensure shelves are secured to prevent falling over
Ensure cleaning supplies and chemicals are stored properly with locks
Check equipment for breakages, loose parts or other signs of wear and tear. Remove and repair or replace.
Ensure bathrooms are clean and free of spills or chemicals
Workers have responsibility in accordance with the scope of their job role to identify workplace hazards and to take action to reduce risk of harm. Risk, in relation to any hazard is the probability and consequences of injury, illness or damage resulting from exposure to a hazard. Types of risks that you will face in your work will vary from place to place and type of work you do. However, one thing remains constant - you need to ensure the safety and health of yourself, your clients and other people.  
[bookmark: _Toc400614448]Risk management process

Step one: identify hazards by: 
Observing, inspecting, investigating, communicating and consulting with others
Making a record of the hazards identified.
A hazard is a source or situation with the potential for harm in terms of human injury or ill health, damage to property, the environment, or a combination of these.
Specific hazards may include:
Physical:
Moving parts of machinery
Manual handling 
Sharps
Noise 
Extreme weather or temperatures
Chemical and biological:
Medicines and waste
Bodily fluids 
Insects and animal waste
Combustibles
Hazardous air
Ergonomic:
Work posture 
Repetitive work
Manual handling
Psychosocial:
Stress
Fatigue
Bullying
Relationships
Workloads
Role clarification.
Hazard Identification is a process of identifying sources of harm and includes:
Conducting a site safety audit
Completion of a safety checklist
Inspections of the workplace or venue / space
Observation of daily activities
Investigation of accidents and incidents, including near misses
Review of injury or illness registers
Environmental monitoring of workplace or venue / space
Investigation of staff complaints concerns
Review of staff feedback. 
Hazard identification should always be conducted during a risk assessment, but also at the following times:
Before new forms of work and organisation of work are implemented
Before changes are made to workplace, equipment, work processes or work arrangements
As part of planning major tasks or activities, such as equipment shutdowns
Following an incident report 
When new knowledge becomes available 
At regular intervals during normal operations
Prior to disposal of equipment, or materials.
In this first step you will need to talk with the WHS representative as well as other people who have or will use the environment. It is important to know the hazards of your industry as well as the hazards of the immediate work environment.
Step two: assess risks the risks these hazards create by: 
Assessing and prioritising the risks 
Dealing with the highest priority risks first 
Dealing with fewer risks or least significant risks last. 
Once hazards are identified in the working environment you will need to assess the risk of something happening as a result of the hazard. Risk in relation to any hazard means the probability and consequences of injury, illness or damage resulting from exposure to the hazard.
Key questions for assessing risk:
How likely is the injury to happen?
Has it happened before?
Has someone been injured? If so, how badly?
What is currently in place to prevent it from happening and how successful is it?
How often will you, the client or other person be exposed to the hazard?
It is important to talk with other people who may have an understanding of the hazard or experiences with the hazard, to answer the questions about risk assessment. Make sure you record your risk assessment according to your organisation’s policy.
The purpose of risk assessment is to prioritise the hazards for attention.
Hazards can then be placed into one of the following categories:
It is desirable to address the hazard
The hazard must be addresses before workers can work
The hazard must be attended before the worker can enter to workplace. 
Step three: decide on measures to control the risks by: 
Eliminating the risk 
If elimination of the risk is not possible, select these control measures in the following order of preference: 
Substitution 
Isolation (not administrative) 
Minimisation by engineering means 
Application of administrative measures 
Use of Personal Protective Equipment (PPE). 
Step four: control the risk: 
In many situations the way you control the risk will require more than one action. The diagram below outlines what is known as the Hierarchy of Control. It describes the preferred options for controlling risks. As you work down the list, the controls become less reliable and harder to maintain and ensure they work. 
[bookmark: _Toc400614449]Hierarchy of control
The Hierarchy of Control is a list of control measures that can be used to eliminate or minimise exposure to the hazard. The hierarchy of control must be used in seeking to eliminate or minimise workplace risks.



How the hierarchy works:
1. Eliminate the hazard by removing the hazard from the workplace and stop all hazardous work. This is the most desirable option because if you remove the hazard then you remove the risk.
If it is not practical to eliminate the hazard, then:
2. Substitute the hazard with a lesser risk (a different substance or process) that has less potential to cause injury. 
If it is not practical to substitute the hazard, then:
3. Isolate the hazard by making a structural change to the work environment or work process to interrupt the path between the worker and the risk. 
If is not practical to isolate the hazard, then:
4. Use engineering controls such as safety switches to protect socket outlets. 
If it is not practical to use engineering controls, then:
5. Use administrative controls by performing regular inspections and tests and implementing safe work practices, instruction and training. This could also include reducing the time the worker is exposed to the hazard, prohibit eating, drinking and smoking in work areas and changing work rosters and other administrative actions. 
If it is not practical to use administrative controls then your last option is to:
6. Use personal protective equipment such as rubber mats, insulated gloves, eye protection, boots, and head gear (also to be used in conjunction with above measures). This is the least desirable option. Ensure that all PPE is either disposed of or cleaned, and maintained and returned to its proper location for future use. 
You are required to do what you can within your control to manage the risk. Sometimes controlling the risk will need input from other people – such as supervisors or WHS representatives. Once you have worked out the necessary control option you will need to write up an action plan to control the risk. 
The action plan needs to include:
The agreed actions to be taken
People responsible for taking actions
The date the action will be completed
A plan for monitoring and review
Implementing appropriate control measures should: 
Adequately control the risks 
Not create other risks 
Allow workers to do their work without undue discomfort or distress. 
Step five: monitor control measures and review the process: 
The fifth step in effective risk management is to establish and maintain systems that provide opportunity for regular evaluation and review procedures. Evaluation means examining control measures to ensure risks are eliminated or reduced and have not caused new hazards presenting unacceptable risk. The review system applies to the overall risk management process and checks the process is working effectively to identify hazards and manage risks. 
A: monitor: 
Have the control measures been implemented as intended? 
Are the control measures adequate? 
Did the implementation of control measures create other hazards or risks? 
B: review: 
Has anything changed over time since the risk process was implemented? 
Are the control of risks still adequate? 
Was the risk management process conducted effectively? 
The five steps can be applied in all types of workplaces, but in some cases it may be more effective to perform more than one step at a time. The way the risk management process is implemented can depend on the type of activities and tasks involved at the workplace. 
[bookmark: _Toc400614450]Documentation
Adequate record keeping of the risk management process will help demonstrate that you have been actively working to ensure safety at your workplace. It is important that records indicate the risk assessment process has been conducted properly, including information about the hazards, associated risks and control measures that have been implemented. 
All documentation must be filed and stored appropriately to ensure that that identified risk control measures are implemented in the way that they were intended. It will also assist in managing other hazards and risks that may be in some way similar to ones already identified and dealt with. 
Information should include:
Hazards identified
Assessment of the risks associated with those hazards
Decisions on control measures to manage exposure to the risks
How and when the control measures are implemented
Evidence of monitoring and review of the effectiveness of the controls
Any checklists used in the process
People you consulted with and made reports to. 


[bookmark: _Toc400614451]Activity 1B
[image: ]


[bookmark: _Toc400614452]1.3 - Follow workplace emergency procedures
[bookmark: _Toc400614453]Emergency procedures
A sudden event or situation that requires an immediate response can be really scary. In emergencies, people can panic or become confused. The best way to make sure emergency situations are handled as well as possible, is to plan, prepare and practise for them. 
For example, in a childcare centre, the adults have to be able to ensure their own safety and that of the children in their care. While older children may be able to follow verbal instructions and remove themselves from the danger, babies and toddlers will need a much higher level of support from staff. 
All workplaces must have a comprehensive and well-practised plan in place to deal with emergencies. All workers need to be familiar with the emergency plans in the workplace and confident in their responsibilities. 
What to do in an emergency:
Understand the situation:
What is the emergency?
What is the main issue?
What else is going on?
Who is in danger?
Follow your organisations policies and procures for acting in an emergency.
Your workplace will have specific emergency procedures in place to be used. You must make sure that you know and clearly understand all the emergency procedures and contacts of your organisation, city or area, and state / territory. You must also be aware of local community protocols in relation to these procedures.
[bookmark: _Toc400614454]Fire procedures
Follow these steps in the case of fire:
Locate the source of the fire.
Locate any people. Check all store rooms, kitchen area and toilets.
Remove all people from the building Get everyone out
Once outside do a head count. Make sure everyone is safe.
Notify the authorities. Ring 000.
Try to keep calm.
[bookmark: _Toc400614455]Evacuation procedures
Follow these steps in case of evacuation:
Walk quietly but quickly to the nearest exit and proceed to the assembly point outside the building to await further instructions.
Listen and follow instructions from supervisor.
In order to prevent injury and possible panic during evacuation it is important to do the following: 
Do not run, push, or overtake
Use stairs - do not use lifts
Do not return to your area of work
Do not return to the building until the authorities give the 'all clear.'
As no two buildings are the same, the evacuation procedures for a particular building must be tailored to that specific risk. The following guidelines talk in general terms and encompass the elements that an evacuation procedure should possess.
The evacuation procedure should be practiced monthly until any ‘hiccups’ in the system are ironed out, then, a drill should be conducted at least annually (preferably every six months) to keep people familiar with what to do in an emergency. New staff should be taken through the procedure in the induction period on the first day and be given a personal copy of the evacuation plan. The evacuation procedure should be posted in a prominent position so all clients and staff can read it.
Evacuation guidelines may include:
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.
The person discovering a fire or emergency situation should immediately operate the fire / emergency warning system (if fitted) or raise the alarm, and address the fire if it safe to do so.
A place of assembly should be established for use in the event of evacuation and should be at a position unlikely to be affected at the time of a fire or other emergency, and if possible under cover.
If you are in the building outside of normal working hours and you hear the fire alarm, all occupants should evacuate the building even if the evacuate mode does not sound. Remember, this procedure will vary depending on where it takes place and who needs to be evacuated. Each workplace will have its own procedure and you will have a specific role to play in it.
After an emergency:
Immediately attend to any self-injury with first aid procedures
Immediately consult with a more experienced staff member.
Immediately notify significant people, such as family, in order to increase supervision. Be careful here – your duty of care and your confidentiality responsibilities can be conflicted in this situation. Use your best judgement about how much information you should share.
Check your organisation’s policies and procedures about informing the family when a client has been taken to hospital. Some organisations might not allow you to inform the family without supervision.
Inform the client’s family if they have been taken to hospital. Be careful here – your duty of care and your confidentiality responsibilities can be conflicted in this situation. Use your best judgement about how much information you should share.
Debrief with your supervisor.
You must respond to an emergency situation straight away. Remember that safety is your priority. Make sure you know, understand and follow the emergency procedures of your workplace.
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[bookmark: _Toc400614457]2. Implement safe work practices
2.1. 	Identify and implement WHS procedures and work instructions
2.2. 	Identify and report incidents and injuries to designated persons according to workplace procedures
2.3. 	Take actions to maintain safe housekeeping practices in own work area
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[bookmark: _Toc400614458]2.1 - Identify and implement WHS procedures and work instructions
[bookmark: _Toc400614459]Procedures and instructions
WHS information and procedures must be available to all workers and it is your responsibility to ensure that you know where and how to access this information. It is recommended that there is a general point of reference for WHS materials and information, including updated legislation and policy documents as well as Safety Data Sheets and incident reports.
It is everyone’s responsibility to adhere to safe work practices in order to reduce the risk of a workplace accident. These include:
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
Safe handling of hot surfaces / equipment / materials
Reporting and safe disposal of damaged equipment / materials
Safe use of computers and electronic equipment
Safe handling of chemicals, poisons and dangerous materials
Using ergonomically sound furniture and workstations
Clearing any hazards from immediate work area
Paying attention to safety signage including when they need to be replaced. 
[bookmark: _Toc400614460]Safety signs
It is important that both workers and people who access and use the service are aware of and understand the meaning of alarms, safety signs and symbols. 
Safety signs to alert workers to:
The presence of hazards and dangerous goods
The availability of and requirement to wear personal protective equipment and
The locations and use of emergency equipment. 

	



Emergency signals and alarms may include:
Machinery malfunction alarms
Serious injury alarms
Distress alarms
Fire alarms
Evacuation alarms. 
Your organisation should have an appointed WHS representative (or a committee for larger organisations) who is responsible for ensuring that all workers are up-to-date on WHS information, instructions and procedures. This person may provide workers will handouts, training opportunities or coaching. They will also help workers locate and apply WHS information that is available outside of their organisation. If your organisation does not have a WHS representative, talk with your supervisor about appropriate training if you are interested.
All workers must follow all work instructions and procedures related to safety in their workplace, including:
Safety procedures for using kitchen areas
When working with children, having more than one adult in the room for supervision
Food handling
Lifting and carrying
Chemical handling
Being the last to leave the facility
Dealing with injury – there will be a specific protocol for what to do when someone gets hurt; who goes for help and in what order steps should be taken. For example (check the scene first, call for help, if no one responds to you call for help, leave the injured person unattended while getting help)
Protocol for medical emergencies – consider the steps to be taken and who should be notified. The policy should be clear and practiced.
Additional information can be found at:
Workplace Safety Australia: http: / / www.worksafe.com.au / 
Safe Work Australia: www.safeworkaustralia.gov.au
Australian Government: www.australia.gov.au


[bookmark: _Toc400614461]Activity 2A
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[bookmark: _Toc400614462]2.2 - Identify and report incidents and injuries to designated persons according to workplace procedures
[bookmark: _Toc400614463]Reporting issues
Workplaces are legally required to report and keep records of serious accidents, emergencies or health incidents that occur. Accurate records provide information to supervisors and others that may need them to communicate with clients, parents or authorities about the event. Some incidents may require action from legal authorities. For example, if a child was injured as a result of a motor vehicle accident. 
Confidentiality of information is still required in the case of an emergency or serious event. Certain details should only be shared with those who need to know, such as relatives of the casualty, administration, medical professionals, and authorities.
Depending on the nature of the incident or injury different people may need to be alerted. If an injury or incident occurs involving a child, there should be specific protocol for who needs to be alerted and how. This is often done through specific forms that are filled out by the staff witnessing the incident. If the incident or injury is pertaining to a staff member supervisors need to be informed and the policy of the centre in regulation with state or federal standards must be followed.
What you need to report to:
	Supervisors
	· Complete an incident form, which will most likely ask for the following:
· Time and place of the event
· Person who witnessed it
· A detailed retelling of the event, including first aid response given

	Parents of the casualty
	· Time and place of the event
· Details of the event and staff response
· Details of where the child has been taken for further medical attention

	Authorities
	Your supervisor will most likely want to handle this, and will use the information you shared with them on the incident report.



Complete an incident report for all injuries. Keep the writing objective. Write the details exactly as they happened, without judgments or assumptions. Reports are typically kept on file for a number of years, as required by law.
Workplaces are required by law to keep a record of any injury that happens. Incident reports are kept on file for several years, and can be used to track general safety trends in the organisation, as well as a record of anything that has happened to any one client or staff member in particular. 
It is not enough simply to speak to your supervisor about an incident. The proper forms and reporting procedures must always be followed according to centre policies and procedures.
Incident reports are used if one or more of the following occurred while in your care:
Accident involving injury which required first aid 
Illness which required treatment
An event that put a clients or staff member’s safety at risk
Anytime a person is to be transported due to an emergency
Dangerous exposure to hazardous chemicals or bodily fluids
Injury that requires medical attention, e.g., head injuries, broken bones, or back injury due to lifting or fall
Assault. 
Sample incident report form:

	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: Susan Gold

	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):
Susan Gold – Lead Educator, Dolphin Room, Shadybrook Childcare Centre, ph. 3333 3333

	Full description of incident:

	NOTE: Be specific. Describe in detail what actually happened, stating the facts in a clear and precise manner. Include exact location of incident, factors involved and any other details that may be beneficial. A drawing of the centre layout, identifying where the incident occurred, would be useful.

Someone left the big nappy bucket on the floor in the laundry, and Marie had it full of towels, nappies and cloths socking in anti-bacterial solution. Marie went to lift the bucket off of the floor, slipped and yelled out in pain. She hit the ground really hard.

She said that she felt a sharp pain in her back and was unable to straighten up properly. Ryan and I helped her to chair, applied some ice and Ryan took her to the medical centre to see the doctor.

	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):
Susan Gold

	Administration Signature:
Jan Brown

	Parent Signature (if applicable):



Communicate with co-workers to ensure that someone who witnessed the event writes the report in a timely fashion. Remember to have your supervisor sign incident reports. This assures that you have filled out the form correctly and have included all pertinent information in an appropriate way.
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[bookmark: _Toc400614465]2.3 - Take actions to maintain safe housekeeping practices in own work area
[bookmark: _Toc400614466]Safe housekeeping
Injuries and illnesses not only cause pain for the person involved, but they are very disruptive to the organisation’s operations. All injuries can be prevented. This is a realistic goal. Acceptance of this principle is essential if excellence in safety performance is to be achieved. It is possible to safeguard all operating exposures that may result in injuries, damage, or third party losses. No matter what the exposure is, safeguards are mandatory and must be provided.
Workers must take action to maintain safe housekeeping practices. For example:
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
Put everything in a designated area; take the time, every time to put things away
Wherever possible, filing cabinets should be arranged to prevent a cabinet from toppling when one of the higher draws is open.
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
Always stand on an approved ladder or stool to get higher placed items. Never use a swivel chair or other makeshift device
Use staplers, paper cutters, knives and scissors with care. Paper cutters should be left in a closed position.
Pick up paper at the corner not the side to avoid paper cuts
Handle sharpened pencils with care and do not leave them upright in a container
Never throw glass or cans with sharp edges or similar objects in a waste paper bin
Distorted, broken or sharp edges on furniture should be repaired immediately
Keep electrical, phone and computer cords off floors and out of isles
Remove any spills from floors and other work areas immediately
Open doors into rooms carefully, something or someone may be on the other side
Tack down loose carpeting or flooring without delay
Do not place feet on chairs or desks while seated
Use handrails when climbing or descending stairs
Ensure that stairways are adequately lit
Develop checklists to ensure things are checked for safety regularly
Examples of items on checklists:
Put items away, e.g., ladders, tools, boxes, etc.
Regularly check all equipment and ensure broken or damaged items are disposed of according to policies and procedures
Check all electrical outlets  
Ensure chemicals are stored and locked properly
Entrances are clear
Personal items are stored out of reach 
Bathrooms and kitchens are stocked with necessary supplies to ensure proper sanitation
Supplies and materials are stocked and ready
Windows are secured and cords are out of reach
Safety gates and security doors are working properly
Storage cabinets are hazard free and kept locked 
First aid kits are stocked and supplied
Smoke alarms or any other alarms are in good working order.
A general checklist gives you the flexibility to look at anything or everything. They also ask basic questions about the work methods with sometimes surprising results. Checklists should be used as aids to stimulate safety awareness about a variety of workplace issues and processes. They should not be dictatorial so that, if it is not on the list, do not bother about it.
[bookmark: _Toc400614467]Safety audits
A safety audit identifies areas that can cause problems or items that should be checked to satisfy yourself or others that they cannot cause a problem in the future. A safety audit helps managers / supervisors identify areas they may otherwise overlook. A safety audit involves checking all aspects of the organisation, including policies, equipment, staff training and the general environment.
Safety audits are a tool that you can use to help maintain a safe, efficient work area; and should be welcomed by staff as an occurrence that will improve their working environment, and personal wellbeing. 
Sample safety audit checklist:
	Items
	Yes / No
	Comment

	Kitchen

	Floor satisfactory:
· No lifting floor coverings
· Slippery surface
· Tripping hazards
	
	

	Table and Chairs stable
	
	

	Dry powder fire extinguisher (at least 5.5kg)
	
	

	Fire Blanket
	
	

	Staff trained to use Fire Extinguisher and Blanket
	
	

	No curtains over heat surfaces
	
	

	Electrical leads in good order
Electrical cords kept to minimum length
	
	

	Fire Alarm tested
	
	

	Power points in adequate positions
	
	

	Microwave in adequate position
	
	

	Other items


	
	

	Waiting rooms / staff rooms

	Chairs, couch etc. in good order
	
	

	Electrical leads not railing on floor
	
	

	No torn floor coverings
	
	

	Adequate power points
	
	

	Common circulation areas

	Floor coverings in good order
	
	

	Steps in good order
	
	

	No tripping hazards
	
	

	Glass doors open outwards not in 
	
	

	Other items
	
	

	Stairs

	Good stair coverings and tightly fitted
	
	

	No edges on stairs creating tripping hazards
	
	

	No loose banisters
	
	

	Stair hand rail tight
	
	

	No items causing obstruction on stairs or landings
	
	

	Adequate light
	
	

	No doors opening directly onto staircase
	
	

	Other items

	
	

	Windows

	No broken or chipped panes
	
	

	No broken edges to windows
	
	

	Electrical

	No frayed electrical leads on appliances
	
	

	No electrical leads under floor coverings
	
	

	No electrical cords taped to floor
	
	

	No electrical leads draped around doors or across corridors
	
	

	No loose power points
	
	

	Emergency lighting

	Adequate in all entrances and exits
	
	

	Tested regularly
	
	

	Record checking of testing
	
	

	Exits for emergency

	Exits from upper floors adequate in an emergency
	
	

	Exits from lower floors adequate in an emergency
	
	

	Emergency exits sign posted and illuminated
	
	

	Fire equipment

	Fire extinguisher full
	
	

	Fire extinguisher correct type
	
	

	Fire Extinguishers tested every 6 months
	
	

	All staff trained in fire extinguisher use
	
	

	Fire Alarm working
	
	

	Fire hose reel tested
	
	

	Signage for staff and clients

	Workplace Health and safety policy (staff)
	
	

	No Smoking Policy
	
	

	Fire Evacuation procedures displayed in all areas
	
	

	Anti bullying and harassment policy displayed
	
	

	Other items

	
	

	Office

	Thermostats fitted to all heating and cooling devices
	
	

	Paperwork not left as an obstruction for hazard
	
	

	Office tidy and items kept in filing cabinet
	
	

	Floor covering good condition
	
	

	Chairs ergonomically safe and in good condition
	
	

	Electrical leads trailing around floor / desk
	
	

	Metal waste paper bin metal
	
	

	Air conditioning units regularly cleaned to eliminate air spread infections
	
	

	Grounds of premises

	Driveways and paths in good order
	
	

	No tripping hazards in circulation areas
	
	

	Shaded area provided outdoor for staff and client use
	
	

	Other
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[bookmark: _Toc400614469]3. Contribute to safe work practices in the workplace
3.1. 	Raise WHS issues with designated persons according to organisational procedures
3.2. 	Participate in workplace safety meetings, inspections and consultative activities
3.3. 	Contribute to the development and implementation of safe workplace policies and procedures in own work area
[image: ]

[bookmark: _Toc400614470]3.1 - Raise WHS issues with designated persons according to organisational procedures
[bookmark: _Toc400614471]Discussing WHS
Workers share safety responsibility with management and must be trained and led to understand that it is in their best interest to work safely. A logical split of management / employee responsibility is:
	Management Responsibility
	Employee Responsibility

	· Provide a safe environment
· Keep the workplace safe
· Ensure workers are aware of and understand WHS procedures
· Teach necessary skills (or employ qualified people)
· Provide current policies and procedures
· Provide current information (e.g., legislation)
· Enforce rules
· Communicate safety rules
· Provide an annual refresher workshop on Health and Safety Standards
· Appointing a Health and Safety Representative (HSR) and ensuring all staff are informed
	· Follow rules and procedures for safe work 
· Use protective equipment
· Communicate safety issues with co-workers
· Consider the safety and wellbeing of co-workers
· Take action and responsibility for own safety
· Identify and raise issues with HSR or other designated person(s)
· Recognising and reporting hazards in the workplace
· Controlling safety risks 
· Following emergency procedures
· Maintaining hygiene standards to avoid contamination and / or infection



Health and Safety Representatives (HSRs) play an important role in the partnership between staff and management, by ensuring that all employees have the opportunity to participate in decisions affecting their health and safety at work. 
HSRs have wide-ranging powers to promote the health and safety of employees in their designated work group. Broadly these powers are
Inspect the workplace 
Investigate accidents and dangerous occurrences 
Investigate risk of serious injury to, or harm to the health of, any person 
Keep informed on current workplace health and safety information 
Report hazards to the employer 
Refer matters to the occupational safety and health committee (if present in your workplace) 
Consult and co-operate with management 
Liaise with staff
Issues you are expected to raise with HSR (or other designated person) include but are not limited to:
Specific workplace hazards
Missing or incorrect safety signage
Incomplete, or incorrect procedures
Broken equipment and furniture
Broken or faulty safety equipment
Damaged or missing Personal Protective Equipment (PPE)
Potential emergency situations
Potential dangerous goods and equipment
Exposure to unsafe equipment, products, contaminants
Reoccurring accidents or incidents
Results of drills. 



[bookmark: _Toc400614472]Activity 3A
[image: ]






[bookmark: _Toc400614473]3.2 - Participate in workplace safety meetings, inspections and consultative activities
[bookmark: _Toc400614474]3.3 - Contribute to the development and implementation of safe workplace policies and procedures in own work area
[bookmark: _Toc400614475]Participate in meetings
When workers participate in safety meetings and contribute to developing new procedures, they feel a greater sense of ownership and are more likely to adhere to the correct protocols.
All workers must be involved in the development and improvement of the WHS programs; their insight and perspective can be very useful. Participate and contribute by:
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 
Volunteering to conduct safety audits and inspections
Volunteering to be a HSR
Participating in the development of workplace policies and procedures at staff meetings
Reflecting on how things are working and what can be changed
Conducting brainstorming sessions with co-workers about how to improve your immediate work area
Participating in regular inspections to evaluate safety in your work area
Ensuring posters and brochures are up to date with most current expectations
Bringing any outstanding or new issues to the attention of the supervisor / manager
Your organisation should provide opportunities for you to participate in and contribute to workplace safety meetings, inspections, as well as consultative activities by:
Holding training for staff to ensure policies are understood and followed and that all are up to date on proper certification (first aid, CPR, and other workplace safety certificates that may be required)
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.
Asking staff about their expectations or concerns regarding safety procedures and implementing changes to policies 
Ensuring that all policies are in accordance with state or federal standards. 
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[bookmark: _Toc400614477]4. Reflect on own safe work practices
4.1. 	Identify ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work area
4.2. 	Reflect on own levels of stress and fatigue, and report to designated persons according to workplace procedures
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[bookmark: _Toc400614478]4.1 - Identify ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work area
[bookmark: _Toc400614479]Maintain safety
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
Take action to address any shortcoming identified in performance appraisals or casual feedback sessions
Read all operating instructions for new equipment and review instructions of current equipment
Conduct a self-evaluation
Review injuries and incidents that occur at your workplace take time periodically to evaluate ways to prevent issues from reoccurring. 
If you are unsure about any WHS issues, policies, procedures you must talk with your supervisor about additional training and development. If you are aware of any co-workers who do not have a comprehensive understanding of WHS issues in your specific workplace, you must also talk with your supervisor.
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[bookmark: _Toc400614481]4.2 - Reflect on own levels of stress and fatigue, and report to designated persons according to workplace procedures
[bookmark: _Toc400614482]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.
[bookmark: _GoBack]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.
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[bookmark: _Toc400614484]Skills and Knowledge Activity
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Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc400614485]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between and 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during session. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!


Congratulations!
You have now finished the unit ‘Participate in workplace health and safety’ 
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These suggested references are for further reading and do not necessarily represent the contents of this learner guide

Work Health and Safety Duties – Legislative Fact Sheets can be downloaded from Safework Australia: http: / / safeworkaustralia.gov.au
Workplace Safety Australia: http: / / www.worksafe.com.au / 
Safe Work Australia: www.safeworkaustralia.gov.au


Step 1



Identify the hazard


Step 2



Assess the risk


Step 3



Decide on measures to control the risk



Monitor control measures


Step 4



Control the risk


Step 5













Elimination


Substitution


Engineering


Administration


PPE


Controlling the hazard at the source


Replacing one substance or activity at the source


Installing guards on machinery


Policies and procedures for safe work practices


Personal Protective Equipment e.g. respirators, ear plugs,  goggles etc. Should be the last option


Isolation


Separating the hazard
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