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Candidate Details
[bookmark: _Toc400614351]Assessment – HLTWHS001: Participate in workplace health and safety. 
The learners must complete the following activities and hand them into you for marking.  This forms part of the learner’s assessment for HLTWHS001: Participate in workplace health and safety. The initial activities are formative - the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc400614352]
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:________________________________________________________

[bookmark: _Toc400614353]Activities
[bookmark: _Toc366436425][bookmark: _Toc400614354]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.

Students must be able to accurately demonstrate their ability to explain three WHS procedures.

For example:

All kitchen equipment must be turned off at the end of the day. This is because accidents and fires can occur when equipment is left on; also, it is not environmentally-friendly. This is done by switching the plugs off for each appliance contained within a checklist. 
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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.

Individual response required. No example can be provided, due to variances between organisations, job roles and industry sector.

	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
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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?
· Notify families when the emergency is over
· What must you take with you?
· Roll sheet
· All children on the roll sheet
· The emergency backpack
· How do you account for the children in your care?
· Use the updated and accurate roll sheet
· Additional supervision requirements during an evacuation
· All staff on hand to provide adequate supervision


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.

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'
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[bookmark: _Toc400614357]Activity 2A
	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.

· 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

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

· 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.
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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.

· Students must attach a correctly completed incident report form.

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

· My supervisor – I will complete the incident report and make sure I describe the event and she/he signs it.
· The children’s parents – as per my centre’s procedures, I will call each parent privately and inform them of the incident. I will give them a copy of the incident report (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. 

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

1. Closing procedure is not streamlined in our room.  Create a checklist that includes the order of tasks so we will be more efficient and ensure all tasks are completed daily.
2. We often run out of supplies in the middle of the day and then procedures cannot be followed. I understand space is often an issue. During naptime, we should restock all supplies.
3. The art area tends to get cluttered quickly. We should spend some time with the children working on lessons that promote and practice cleaning up after each activity.
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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.

	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:
· Take out the bin. I would follow the procedure regardless of what my lead educator told me.
· Speak with the HSR 
· I would share my concerns that the policy is being followed by “nobody.”
· I would ask about the sustainability policy 
· I would find out which policy is more important to follow
· Speak with your nominated supervisor. 






[bookmark: _Toc400614361]Activity 3B
	Estimated Time
	15 Minutes

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

Individual response required. No example provided.
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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.

Individual responses required. No example provided.

Identify the strategies to maintain currency of safe work practices specifically at your centre, including:
· Workplace systems:
· Review policies and procedures for accountability (daily, weekly, monthly, annual checklists)
· Equipment:
· Create a checklist of all equipment-including regular dates to ensure all equipment is working properly
· Processes :
· Look over another centre’s processes in general and compare them to our own for the purpose of improving them
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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.

Individual response required. No example provided.

Suggest five ways to reduce feelings of stress and fatigue.

Individual responses required, but may include:
· Take allocated breaks 
· Eat lunch outside
· Go for a walk during my break
· Get enough sleep
· Eat healthy food
· Exercise regularly
· Stay home when I’m sick





[bookmark: _Toc400614364]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

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

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 – you should let the learners know whether they will complete it during class or in their own time.
They must individually answer the following questions in full to show their 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.

All answers will vary. Learners need to apply the systems, protocols and procedures from their own organisation to their answers. This activity is designed to summarise the unit in its entirety. 
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