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Introduction
This lecturer’s guide takes you through the various documents associated with the
unit(s) of competency and the resources you will require to deliver it. It also provides
some suggestions to assist you in delivering and assessing the knowledge and
skills learners need to participate in workplace occupational health and safety (OHS)
processes to protect workers own health and safety, and that of others.
Areas of explanation in the unit include:
•

legislation and supporting documents and organisations

•

hazards, risks, controls and safety procedures

•

emergency and routine safety procedures

•

hazardous processes, machinery and materials.

This unit applies to individuals who require a fundamental knowledge of OHS to carry
out their own work, which may be in a defined context under direct supervision or with
some individual responsibility. The unit content has been put into the context of the
residential sector of the construction industry with an emphasis on paraprofessional
personnel, rather than those carrying out trade work.
Competence in this unit will be demonstrated by active participation in class exercises
and discussions, and an open‑book written test.
It is intended that the content of this unit will be delivered face‑to‑face in a classroom
environment.

Qualification overview
This unit of competency, BSBOHS201A Participate in OHS processes forms part of
Certificate II in Building and Construction (Pathway – Paraprofessional) and is aimed
at people who are considering a paraprofessional career in the residential building
industry (as opposed to a career in the trade sector).
The course consists of 12 units of study and a period of work placement. These two
components, study and work, will provide learners with an introductory background to
the paraprofessional side of the residential building industry.
To progress further in the industry, from this introductory level, learners will then need
to specialise in a particular field of study, such as building, estimating, scheduling,
drafting or building design. Courses for these careers usually commence at Certificate
IV level and progress through to diploma or even advanced diploma levels at a
registered training provider who delivers these programs.
Some areas of study, such as architecture, interior design and construction
management can then be studied further at degree level at a university.
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Unit overview
This unit(s) of competency describes the performance outcomes, skills and knowledge
required to participate in workplace occupational health and safety (OHS) processes to
protect workers own health and safety, and that of others.
No licensing, legislative, regulatory or certification requirements apply to this unit at the
time of endorsement.
The full unit(s) of competency is provided for you at Annex A of this guide.

Resources and preparation
To deliver this unit effectively you will need to familiarise yourself with the learner’s
guide. While there aren’t many physical resources required, you will need to take with
you to class some examples of some of the documents and some stories/articles to
prompt discussion.
You will need to provide learners with access to:
•

a classroom with computers with internet access.

Although internet access is only required for Session 1, if time permits you may wish to
refer learners to the WorkSafe website for more information during other sessions too.
Check the ‘Guide’ column of the delivery plan, provided at Annex B, for suggestions
about what you should do in preparation for each session and activity.
Learners are required to provide the following materials for in‑class work and the
activities:
•

A4 notepad

•

A4 file for notes, handouts and printed documents

•

pens, pencils, eraser and highlighters

The learner’s guide and lecturer’s guide have been developed using the legislation
which is current in Western Australia at this time:
•

Occupational Safety and Health Act 1984 (WA)

•

Occupational Safety and Health Regulations 1996 (WA).

All websites noted in the guide need to be checked before a topic is delivered, as
addresses can change without notice. Resources noted in the guide may also vary
across regions, especially where state/territory legislation is referenced. Please review
these in context with your own local requirements. Lecturers delivering this unit where
other legislation applies are strongly advised to review and modify the content to
ensure its application to their situation, industry context and local requirements.
Check the ‘Resources’ column of the delivery plan, provided at Annex B, for resources
required in each section of the program.
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Delivery strategy
This section provides suggestions to assist you to deliver this unit and achieve the
desired learning outcomes.
Throughout the learner’s guide are a series of activities, discussion points and case
studies designed to assist the learner with retention of, and engagement with, the
content. You should look through these before each session to ensure that you are able
to guide any learners who need assistance.
This is particularly important with Activity 1.1, where learners may require assistance to
locate and interpret the correct section of the Act. Correct answers for this activity are:
work, hazards, hazards, employers, employees.
In Section 1, a lot of the language used may be new to learners, but they should be
exposed to it. The session includes a discussion in Activity 1.2 about any unfamiliar
language that they may have heard during the session, so be prepared to explain and
define common OHS legislation terminology.
Prior to Section 2, you should also spend some time preparing for Activity 2.2, in
which learners explore a physical workspace and identify hazards. Ideally, the activity
should be conducted in an unoccupied workspace set up with a number of hazards
visible, such as a broom leaning across a doorway; a guard missing from a machine;
an extension lead trailing across the floor; a piece of timber lying on the floor; things
protruding from benches; and a fire extinguisher missing. Leave yourself time to set the
area up and then make it safe again afterwards. Ideally, learners would have access
to photographs of the area for later study, so encourage anyone with a camera in their
phone to take photos to share with the class, and if you have access to a camera,
take pictures.
Activities 2.1, 2.2 and 2.3 are a series. In Activity 2.1, learners look at photographs
of hazards in an office environment, which gives you an opportunity to guide them in
developing their skill in identifying and recording hazards while still in the classroom. In
Activity 2.2, they repeat the exercise in a building site environment. In Activity 2.3, they
choose some of the hazards they identified, discuss the options for controlling them by
referring to the hierarchy of control, and decide which option is the most practicable.
If time allows, when working through the ‘assess the risk’ section lead a discussion
about what constitutes ‘acceptable risk’ in the context of OHS.
In Section 4, show examples of accident report forms and SWMW. These are available
from the WorkSafe website. If time allows, you may choose to add an activity here, ie
having learners fill out an accident report form based on a scenario you provide.
In Section 8, show examples of MSDS.
In Section 9, Activity 9.1 is based on a theoretical fire in or near the classroom.
Choose the type of fire and the location and describe them to the class. If you wish,
you can let the learners discuss the fire for a few minutes and eventually announce that
the fire has gotten too big to put out. Then you can also discuss evacuation, fire alarms,
alerting the right person and/or calling the fire brigade.
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This delivery strategy is not the only way the content could be delivered and the best
delivery method for you may depend on the requirements of your state or territory,
local government, institution or organisation. Modify your delivery strategy to suit your
circumstances.
Note that the learner’s guide has been developed using the legislation which is current
in Western Australia at this time:
•

Occupational Safety and Health Act 1984

•

Occupational Safety and Health Regulations 1996.

Lecturers delivering this unit where other legislation applies are strongly advised to
review and modify the content to ensure its application to their situation.
As you prepare to deliver this unit, you should also decide whether there is a particular
type of construction that it would be beneficial for your learners to know most about.
If there is, try to source examples, stories and ideas that will enable you to provide
learning experiences with an emphasis on that type of construction. Although the
learner’s guide refers to specific types of construction and materials, these can
be modified to suit the area in which the unit is being delivered and the preferred
construction types.
If you have not done so already, get a copy of the learner’s guide and familiarise
yourself with it. Also look at the delivery plan provided at Annex B.
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The learner’s guide
Format and intent
General
In the learner’s guide, you’ll find a variety of material to help you deliver this unit. This
includes:
•

content – text, images and diagrams

•

activities including fill in the blanks, discussions, research and written activities, all
related to the content most recently covered.

All activities are designed to be written directly into the learner’s guide. When learners
have finished the unit, their guide should be complete and able to be used as a reliable
reference in the future. For this to be the case, the activities need to be checked and/or
discussed to give learners the opportunity to correct any incorrect or incomplete parts.
Note: The learner’s guide is not intended to be content-heavy and it is not a text
book. It is designed to complement your classroom delivery and provide learners
with a summary of the unit content.

For this unit
Throughout the learner’s guide, learners will complete activities to help them engage
with the content being covered and to enhance their learning through reflection and
research.
You should try to complete these activities yourself before class so that you’re able
to prompt learners with likely answers should they get stuck, or are unable to find a
suitable response.
You may choose to supplement the content of the learner’s guide with additional
activities and examples. Ending sessions with a group discussion to encourage further
questions will also enhance learner’s knowledge.
Please note that the WA-specific ‘Occupational Safety and Health (OSH)’ has
been used when the content relates to WA only. For non-WA specific content,
‘Occupational Health and Safety (OHS)’ has been used.
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Content
In Section 1 of the guide, learners will learn about the legislation which underpins OHS
practice today. They will learn about the duties of employers and employees under the
WA OSH Act and be exposed to some of the other publications which support health
and safety legislation. Learners should have an opportunity to explore the WorkSafe
website and be guided through identifying the resources available to them there.
In Section 2 learners will learn about hazards and risks, the hierarchy of control and
the ‘spot, assess, make the change’ concept. There are three related activities in this
section, one of which will require you to set up a physical workplace for learners to
examine.
Section 3 looks at some of the safety and health personnel and what their duties are.
Section 4 covers emergency and safety procedures.
Sections 5 to 10 explore a range of safety topics such as site management, electrical
safety, plant and equipment, hazardous materials, MSDS, fire, fire extinguishers and
noise. Throughout, learners find out about the types of hazards they may encounter in
the workplace; what sorts of measures are in place to protect them; and what their role
will be in maintaining workplace safety.
Section 11 examines personal protective equipment (PPE) that learners are likely to
encounter in the workplace and what their responsibilities are.
Falls and fall protection are covered in Section 12.
Section 13 covers excavation and site works and the safety implications of being
around the hazards associated with them.
Section 14 looks at tilt‑up construction and some of the special hazards, risks and
legislation associated with this building method.
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Assessment summary
The assessment for this unit is designed to assess competency in the elements of the
unit. It is a portfolio of activities comprising tasks 1–8 to be completed in class as per
the delivery plan at Annex B.
An assessment plan providing a suggested scheduling of the assessment is provided
at Annex C to this guide.
A matrix is included at Annex E to this guide showing how the assessment tasks map
to the unit performance criteria.

Preparation
Please note that for some assessment activities, you will need to make arrangements
and set up elements such as the evacuation. You should also consider how best to
schedule these activities to enable observation for assessment purposes.

Results and appeals
Please refer to your training organisation or association website for information about
the assessment process.
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Annex A – Unit details
Unit title

Participate in OHS processes

Descriptor

This unit describes the performance outcomes, skills and knowledge
required to participate in workplace occupational health and safety
(OHS) processes to protect workers own health and safety, and that of
others.
No licensing, legislative, regulatory or certification requirements apply
to this unit at the time of endorsement.

National code

BSBOHS201A

Employability
skills

This unit contains employability skills.

Pre/co-requisite
units

Nil

Application

This unit applies to individuals who require a fundamental knowledge
of OHS to carry out their own work which may be in a defined context
under direct supervision or with some individual responsibility. This
unit has broad applicability across industries and workplace contexts.

Element 1 Work safely
1.1 Follow established safety procedures when conducting work
1.2 Carry out pre-start systems and equipment checks in accordance with workplace
procedures

Element 2 Implement workplace safety requirements
2.1 Identify designated persons for reporting queries and concerns about safety in the
workplace
2.2 Identify existing and potential hazards in the workplace, report them to designated
persons and record them in accordance with workplace procedures
2.3 Identify and implement workplace procedures and work instructions for controlling
risks
2.4 Report emergency incidents and injuries to designated persons

© VET (WA) Ministerial Corporation 2012
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Element 3 Participate in OHS consultative processes
3.1 Contribute to workplace meetings, inspections or other consultative activities
3.2 Raise OHS issues with designated persons in accordance with organisational
procedures
3.3 Take actions to eliminate workplace hazards or to reduce risks

Element 4 Follow safety procedures
4.1 Identify and report emergency incidents
4.2 Follow organisational procedures for responding to emergency incidents

Required skills and knowledge
Required skills
•

literacy skills to interpret safety signs, symbols and notices

•

problem-solving skills to analyse options in an emergency situation.

Required knowledge

2

•

responsibilities of employers and employees under relevant health and safety
legislation

•

emergency procedures including procedures for fires and accidents

•

commonly used hazard signs and safety symbols.
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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.
Critical aspects for
assessment and evidence
required to demonstrate
competency in this unit

Evidence of the following is essential:
•

accurately following all relevant safety procedures

•

identifying and reporting hazards to designated
personnel

•

knowledge of relevant health and safety legislation

•

knowledge of relevant materials, equipment and
work processes.

Context of and specific
resources for assessment

Assessment must ensure:

Method of assessment

A range of assessment methods should be used to
assess practical skills and knowledge. The following
examples are appropriate for this unit:

Guidance information for
assessment

•

safety processes, hazards and risk are relevant to
the area of work

•

analysis of responses to case studies and
scenarios

•

demonstration of techniques

•

direct questioning combined with review of
portfolios of evidence and third party workplace
reports of on-the-job performance by the candidate

•

review of documentation identifying and reporting
emergency incidents

Holistic assessment with other units relevant to the
industry sector, workplace and job role is recommended,
for example:
•

© VET (WA) Ministerial Corporation 2012
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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.
Safety procedures may
include:

4
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•

completing required documentation

•

local, state and federal legislation

•

Materials Safety Data Sheets (MSDSs)

•

National Health and Medical Research Council guidelines

•

following OH&S guidelines relevant to workplace

•

maintenance and use of cleaning apparatus in a work
environment, such as;
◦◦

disposing of spilled substances, dangerous products,
‘sharps’ and waste correctly

◦◦

maintaining stocks of cleaning equipment (eg.
disposable gloves, liquid repellent aprons,
disinfectant)

◦◦

sterilising and/or disposing of cleaning equipment

◦◦

using appropriate cleaning equipment to clean
spillages and breakages

◦◦

wearing protective clothing, protective eye wear
when in contact with body fluids or chemicals that
may splash

•

using and storing toxic and hazardous materials correctly

•

keeping workplace clean and tidy

•

office practice manual

•

displaying health and safety brochures, magazines and
other material

•

undergoing operator training when using new equipment
or processes

•

special guidelines in a medical setting:
◦◦

RACGP Code of Practice for the Management of
Health Information in General Practice

◦◦

RACGP Entry Standards for General Practices

◦◦

RACGP Sterilisation/Disinfection guidelines for
General Practice

BC1939
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Designated persons
may include

Hazards may include
anything which is a
source of:

•

designated health and safety officers

•

health and safety representatives

•

supervisors

•

managers

•

team leaders

•

other persons authorised or nominated by the enterprise
or industry

•

potential harm in terms of human injury or ill health

•

damage to property

•

damage to the environment

•

potential harm in terms of human injury or ill health
including:

•

•

◦◦

toxic or hazardous materials

◦◦

hazardous work processes

◦◦

unsafe work practices

◦◦

hazardous equipment

◦◦

unstable personnel

potential harm in a medical setting:
◦◦

blood

◦◦

breakage / spillage

◦◦

drug hold-ups

◦◦

needle sticks

◦◦

medical emergencies (eg. Falls, bleeding, seizures,
fainting, collapses, panic attack, psychosis)

◦◦

spread of infection

potential sources of infection:
◦◦

breakages

◦◦

contaminated waste

◦◦

patients with colds, flu and other infectious diseases

◦◦

sharps (eg. needles, scalpel blades)

◦◦

spillage

◦◦

used dressings, bandages and equipment

◦◦

unsterilised/poorly sterilised equipment and work
surfaces

◦◦

unwashed hands

© VET (WA) Ministerial Corporation 2012
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Risk is:

•

the chance of something occurring that will result in injury
or damage

Emergency incidents
may include:

•

accidents

•

emergency situations

•

fire

•

flood

•

sudden illness

•

incidents

•

external threats
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Annex B – Delivery plan
The following notes will help you to prepare for the delivery of this unit’s content.
The learner’s guide is a required resource for all sessions. In addition, each session
may require specific resources (see below), while some sessions will share resources
over a number of weeks.
This delivery strategy is not intended to be the only way the unit content could
be delivered. Delivery methods may vary depending on local, regional and/or
organisational requirements.
Given that learners in this unit are likely to lack experience of any of this content, you
will have to guide them through the content on most occasions. However, learners
should also be encouraged to find their own answers to questions so as to develop
their knowledge of where information can be sourced, even if they don’t have any
background in the residential building industry at all.
Note: This delivery plan is based on 15 × two‑hour sessions. A different session
length or number of sessions will require adjustments to the plan.
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Session

Performance
criteria

1

1.1

Section 1 – Legislation and WorkSafe

2.3

Legislation

3.2

•

Guide

Resources
Computer and
internet access

Activity 1.1
Identify the correct location of the
WA OSH Act online and Section
5 within the Act. Be prepared to
help learners find the information
they need in the Act and to explain
that they won’t need to read it on a
regular basis. Prepare to discuss
‘legal imperative’ – that workplace
safety and providing a safe
workplace is not just a suggestion
it is the law.

•

Activity 1.2
Allow time for learners to explore
the WorkSafe website. Suggest
some relevant documents to find
and examine.
During the discussion about
workplace rules (following the
case study) be prepared to provide
some examples and be able to
show which part of the legislation
they relate to.

WorkSafe
•

Activity 1.3
Be prepared to explain the
meaning of terminology used in
the session. Prepare a list of words
you think learners should know.

2
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Session

Performance
criteria

2

2.1, 2.3

Revision of previous session

3.1, 3.2, 3.3

Section 2 – Hazards, risks and controls

Guide

Resources

The difference between hazard and risk
Spot, assess, make
•

Activity 2.1
Help learners develop their skills
in spotting hazards and recording
them.

•

Activity 2.2
Prepare in advance a simulated
workspace with numerous
hazards. Maintain the space so
others can’t enter and be injured
and pack it away again after the
session.

The hierarchy of control
•

Activity 2.3
Encourage learners to choose
hazards they identified in the
previous activities and use the
hierarchy of control to choose a
solution.

Hazard reduction and elimination
Section 3 – Safety and health personnel
OHS representatives
OHS committees
First aid
•

Activity 3.1

© VET (WA) Ministerial Corporation 2012
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Session

Performance
criteria

3

1.1

Revision of previous session

2.2, 2.3, 2.4

Section 4 – Emergency and safety
procedures

4.1, 4.2

Guide

Resources

Accident reporting and investigation
Notifiable accidents
•

Activity 4.1

Safe work method statements and job
safety analyses
Be prepared to show examples of
SWMS.
•

Activity 4.2
Learners should not all choose the
same task.

Emergencies
•

Activity 4.3

Section 5 – Site management
Signage
•

Activity 5.1

Barricades and hoardings
Housekeeping
Amenities

4
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Session

Performance
criteria

4

1.1, 1.2

Revision of previous session

2.2, 2.3, 3.2

Section 6 – Electrical safety

Guide

Resources

The Standards
Connections
Testing and tagging
Section 7 – Plant and equipment
Safety instruction
Manufacturers’ instructions
Maintenance
Hired plant
Section 8 – Hazardous materials
Hazardous substances
Material safety data sheets (MSDS)
Show examples of different MSDS.
•

Activity 8.1
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Session

Performance
criteria

5

1.1

Revision of previous session

2.1, 2.2, 2.3

Section 9 – Fire emergency

4.1, 4.2

Fire

Guide

Resources

Responding to fire
•

Activity 9.1
Be prepared to describe a type of
fire and its location in or near the
classroom.

Section 10 – Noise
Noise levels
Avoiding unhealthy noise levels
Use the case study as an opportunity to
discuss who should be approached with
OHS questions, queries and concerns.
This might also be an opportunity
to discuss learners’ own and others’
attitudes to safety and health.
Section 11 – Personal protective
equipment (PPE)
Types of PPE
Your responsibilities
6

1.1

Revision of previous session

2.3

Section 12 – Prevention of falls
Edge protection
Ladders
Restraint and fall arrest systems
Scaffolding
Protection of holes and openings
Section 13 – Excavation and site works
Excavations
Plant and machinery

6
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Session

Performance
criteria

7

1.1

Revision of previous session

2.3

Section 14 – Tilt-up construction

Guide

Resources

Tilt-up method
Tilt-up safety issues
Section 15 – Summary
8

All

Assessment – Portfolio submission
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Annex C – Assessment plan
The assessment for this unit is designed to assess competency in the elements of
the unit.
Due
Session 8

Assessment
Assessment – Portfolio of activities

Elements
1, 2, 3, 4

Learners are required to complete a series of activities
the compilation of which will constitute their evidence for
assessment.
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Annex D – Assessment

Portfolio of activities
Introduction
Assess learners’ ability to:
•

understand the basics of OHS legislation

•

know the main personnel and organisation that are key to OHS safety

•

understand what the hazards and risks are and the basics of risk reduction

•

locate and follow safe workplace procedures

•

know how to respond to incidents and emergency situations.

Requirements and format
This assessment utilises different formats including written work and tasks such
as conducting a safety inspection. You will need to prepare and set up for the
assessments accordingly.
Please ensure that the safety of yourself, your colleagues and your students is
your first priority when conducting any of these activities.

Materials and equipment
To attempt this assessment learners will need:
•

the assessment papers from their learner’s guide

•

a pen

•

the learner’s guide.

Documents such as checklist and report templates have been provided, however you
may wish to substitute those with your own.

Assessment due date
The completed portfolio of activities assessment is due in Session 8.
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Assessment – Portfolio of activities

Name

Date

I have received feedback on this assessment.

Signature

Date

Assessor’s initials
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Assessment – Portfolio of activities
This assessment comprises a series of activities to complete, to form a portfolio of
evidence for submission. Activities include written tasks and other tasks that will
be observed.

Activity 1 – Working procedures
Locate two different procedures for working safely at the location where this unit
is being conducted. These procedures may be things such as workstation set-up,
evacuation procedures, or an OHS checklist. You need to find at least two, but no more
than three. An example of a work procedure is provided for you.
Use the Activity 1 worksheet to make a list of the working procedures you have located,
and then note which you feel is most important and explain why. This will be based on
your opinion, from what you have learned about workplace safety – you may need to
justify your selection.

Activity 2 – Pre-start check
You are required to carry out a pre-start check of equipment at your workstation or
office space. Take your assessor to your computer workstation, the office multifunction
device/plan printer/or similar equipment and carry out the pre-start check that you
would conduct to make sure it is safe to operate, in accordance with workplace
procedures. A copy of the observation checklist your lecturer will use is provided
for you.
You may need to locate a pre-start checklist to use for this activity, or your lecturer will
provide one for you

Activity 3 – Responsibility for safety
Use the Activity 3 worksheet to record your responses to the following questions.
1.

Who has responsibility for safety in your workplace?

2.

What are the two main documents that define the OHS laws in your state
or territory?

3.

What are two responsibilities that a worker has und the OHS Act in your state
or territory?

4.

What is the difference between a hazard and a risk?

If you are unable to do this activity in a workplace, your lecturer will suggest
an alternative.
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Activity 4 – Workplace hazards
Use the Activity 4 worksheet to complete a table listing the tasks and equipment that
are (or could be) a hazard in your workplace – you need to find at least three things.
For each task and/or piece of equipment in your list, describe the possible hazardous
effects – ie; why you feel it is, or could be, a hazard. Finally, suggest control measures
that could be used to minimise the risk for each item in your list.
If you are unable to do this activity in a workplace, your lecturer will suggest
an alternative.

Activity 5 – Following workplace procedures
Locate the workplace procedures for setting up the computer workstation or equipment
(for example; a printer or plotter) and perform the task of setting it up. This is an
observation activity.

Activity 6 – Emergency procedures and reporting
This activity has two parts.
Firstly, locate the person who knows the emergency procedures at your workplace.
Using the Activity 6 worksheet, ask them a series of questions and make notes of
their answers.
For the second part of this activity, you will be observed responding to an emergency
situation. The ‘Emergency procedure checklist’ will be used for the purpose of
observation – your lecturer will tell you more about this.

Activity 7 – Workplace inspection
Using the Workplace Inspection Form, conduct an inspection of your workplace (or an
alternative location as advised by your lecturer).
Upon discovery of an OHS issue, you must raise it with the nominated
safety representative.
Once you have raised the issue, you can then take the required action(s) to eliminate
or reduce the risk (follow the instructions from your safety representative or lecturer).
During your workplace inspection, identify at least three different workplace safety
signs, symbols, or notices. Use the Activity 7 worksheet to record details of these items.
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Activity 8 – Observation: following safety procedures
You will be observed responding to an emergency incident. Your lecturer will notify you
and provide more details at the appropriate time.
Once you have responded to the situation, you must complete the Incident/Accident
Report Form and record all the details.
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Activity 1 – example work procedures
Workstation work procedures
Purpose
The purpose of these work place procedures is to minimise the effect of OOS or
Occupational Overuse Syndrome and other physical issues that can be common
complaints in office environments.

Scope
This workstation work procedure applies to all employees who use an office
workstation and sit for long periods of time doing the same task.

Procedures
When using a computer workstation, a variety of issues including wrist, neck and back
problems can arise due to poor posture. Following these procedures can minimise the
risk of these issues occurring.
1.

Keyboard position – should be tilted towards the user. Correct posture suggests
there should be a 90° angle through the upper/lower arms and hands at
the keyboard.

2.

Breaks – take frequent breaks so as not to type in the same position for long
periods of time.

3.

Screen – position the screen at eye level in front of you at a comfortable angle.
Ideally the screen should be approximately at arm’s length from your seated
position, and level with your eyes.

4.

Work chair – an ergonomic chair with adjustable height and a back rest should be
used. Correct posture requires that the person has a 90° angle through the upper/
lower legs and feet.

5.

Footrests – Your feet must be able to touch the ground when you are using the
workstation. In the event your feet are unable to touch the floor, you will need to
use a footrest.

6.

Wrist rests – If you experience pain in your wrist when typing or using the mouse,
you may need to use a wrist rest.

7.

Lighting – is the light sufficient to read documents easily

If you are unsure of what to do, speak with your supervisor about receiving
training in how to set up and correctly operate your computer workstation.
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Activity 1 worksheet
Locate two different procedures for working safely – these may be things such as workstation
set-up, evacuation procedures, or an OHS checklist. You need to find at least two, but no more
than three.
In the table below, make a list of the working procedures you have located, and their purpose.
Working procedure 1

Use/purpose

Working procedure 2

Use/purpose

Which of these two do you feel is most important, and why?

12
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Activity 2 – Pre-start check
The following checklist will be used by your lecturer during the observation of your
pre-start check.

Observation checklist
Did the student:

1

Follow established safety
procedures?

2

Carry out the pre-start systems and
equipment checks?

3

Identify any hazard or potential
hazard to the designated person?

Yes

No

Comments/Feedback

Student name:

Assessor signature:

Signature:

Date:

/
Date:

/

Successfully completed:

/

Yes

/
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Activity 3 worksheet

14

1.

Who has responsibility for safety in your workplace?

2.

What are the two main documents that define the OHS laws in your state or territory?

3.

What are two responsibilities that a worker has und the OHS Act in your state or territory?

4.

What is the difference between a hazard and a risk?
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Activity 4 worksheet
In the table below, list the tasks and equipment that are (or could be) a hazard in your
workplace. For each task and/or piece of equipment in your list, describe the possible
hazardous effects – ie; why you feel it is, or could be, a hazard.
Finally, suggest control measures that could be used to minimise the risk for each item in
your list.
Task/equipment

© VET (WA) Ministerial Corporation 2012
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Activity 6 worksheet
Locate the person who knows the emergency procedures. Ask them a series of questions as
written below, and make notes of their answers.
What types of emergency situations does the workplace have plans for?

If an emergency were to occur, what would I do?

If I discover or became aware of an emergency in the workplace, to whom would I report it?

16
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Activity 6 – Responding to an emergency (observation)

Emergency procedure checklist
Y

N

NA

Observations

Comments

Planning Process
Was the student involved in the evacuation
briefing process?
Did the student ask any clarification questions
on procedure?
Is the student aware of the procedures for handling
evacuees with special needs (eg wheelchair bound
people or those with broken leg)?

Emergency Procedures
Did the student evacuate to the workplace
assembly area according to the procedures?
Did the student bring their personal belongings
when evacuating?
Was the student observed putting others at risk by
not following instructions?
Did the student help others who may have been
in need?

Debrief
Was the student involved in a debriefing session?
Did the student identify any issues with
the procedures?
Could the student state any lessons learnt from
the event?
Student name:

Assessor signature:

Signature:

Date:

/
Date:

/

Successfully completed:

/

Yes

/
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Activity 7 – Workplace inspection
Workplace Inspection Checklist

(a tick in the yes column means the item is in place and appears functional)
Item
1

2

3

4

5

6

7

Yes

Annex D

Comment

OHS
•

Fire alarm is in working order

•

Fire extinguishers are in place
◦◦

Clearly marked as to type and location

◦◦

Are not beyond their servicing date

◦◦

Are easily accessible

•

Exit signs are working

•

Exit doors are not blocked

•

Evacuation plan is prominently displayed

•

Safety signs are prominently displayed

•

First aid cabinets are clearly marked and visible

•

First aid room is clean and in good order

General lighting
•

Lighting is in working areas

•

There is no reflection or glare in the work area

•

Light fittings are clean and look in good order

•

Emergency lighting is operational

Rubbish
•

Bins are not overflowing

•

Bins have liners

•

Bin are located in suitable positions

Electrical
•

Switches, plugs and sockets are not broken

•

Power leads do not have damaged insulation

•

Power leads do not have exposed conductors

•

All equipment has a current testing and tagging tag

•

Double adaptors are not in use

•

No power cord crosses through a wall or boundary

Walkways
•

Walkways are clear of obstructions

•

Walkways have floor coverings in good condition

Floors
•

Floors have coverings in good condition

•

Floors are free from trip or slip hazards

•

Floors are not cluttered

Office
•

No items are stored on top of tall bookcases

•

Chairs are in good working order

•

Desks are in good working order

•

Equipment is in good working order

Signature:
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Activity 7 worksheet
Identify at least three different workplace safety signs, symbols, or notices in your workplace.
Use the table below to describe each one, and its purpose. You can use drawings if you like, to
show what signs or symbols look like.
Item and description

Purpose

Item and description

Purpose

Item and description

Purpose
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Activity 8 – Incident/Accident Report Form

Workplace incident/accident report
Details of person reporting the incident
Surname:

First name:

Telephone no:

Phone:

Details of incident
Date of injury/incident:

Time of discovery:

Address:
Details of injury/incident: (draw a diagram to assist with distances/location/orientation)

Describe the circumstances of the accident/incident:

Witness(es):
Description of accident/incident by witness(es):

Name(s) of witness(es):

Signature of witness(es):

When was the injury/incident reported?

Date:

Time:

Who was the injury/incident reported to?

Name:

Position:

Action
Details of preventative measures suggested:

Signature:

20
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National ID
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BSBOHS201A

Assessment 1
Element 1 Work safely
1.1 Follow established safety procedures when conducting work

Activity 1

1.2 Carry out pre-start systems and equipment checks in accordance
with workplace procedures

Activity 2

Element 2 Implement workplace safety requirements
2.1 Identify designated persons for reporting queries and concerns
about safety in the workplace

Activity 3

2.2 Identify existing and potential hazards in the workplace, report
them to designated persons and record them in accordance with
workplace procedures

Activity 4

2.3 Identify and implement workplace procedures and work instructions
for controlling risks

Activity 5

2.4 Report emergency incidents and injuries to designated persons

Activity 6

Element 3 Participate in OHS consultative processes
3.1 Contribute to workplace meetings, inspections or other consultative
activities

Activity 7

3.2 Raise OHS issues with designated persons in accordance with
organisational procedures

Activity 7

3.3 Take actions to eliminate workplace hazards or to reduce risks

Activity 7

Element 4 Follow safety procedures
4.1 Identify and report emergency incidents

Activity 8

4.2 Follow organisational procedures for responding to emergency
incidents

Activity 8
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Assessment 1
Required skills
literacy skills to interpret safety signs, symbols and notices

Activity 2, 7

problem-solving skills to analyse options in an emergency situation.

Activity 8

Required knowledge
responsibilities of employers and employees under relevant health and
safety legislation

Activity 3

emergency procedures including procedures for fires and accidents

Activity 8

commonly used hazard signs and safety symbols.

Activity 7

Critical aspects of evidence

Evidence of the following is essential:
accurately following all relevant safety procedures

Activity 1–8

identifying and reporting hazards to designated personnel

Activity 4

knowledge of relevant health and safety legislation

Activity 3

knowledge of relevant materials, equipment and work processes.

Activity 1–8

Dimensions of competency

2

Task skill

All

Task management skill

All

Task contingency skill

All

Job role/work environment skill

All
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Marking key – Assessment
Portfolio of activities
Note: The following answers are provided to you as a guide only, and you should
review them all to ensure that they meet your requirements. The wording learners
use need not be exactly as written here, provided that the meaning is correct.
Please ensure that the safety of yourself, your colleagues and your students is
your first priority when conducting any of these activities.

Activity 1 – Working procedures
An example work procedure has been provide, however it is expected that the RTO
or workplace where this unit is being delivered will have work procedures documents
available or developed for the purpose of this assessment.

Activity 2 – Pre-start check
When observing the pre-start check, use the checklist provided or your own version.
Pre-start checks may include checking the following.
•

Wall GPO in good condition.

•

Current safety inspection tags attached to the power cord.

•

Power lead(s) of the equipment has intact insulation layer (ie not cut, damaged or
exposing electrically conducting wires).

•

Plug to power lead plug is in good condition.

•

Power lead into the device and/or equipment is clamped securely.

•

The desk is in good working order.

•

The chair meets requirements for comfort and safety.

•

Keyboard is at the correct distance and position.

•

Lighting meets requirements.

•

Toner levels in printing equipment are to requirements (if the toner needs
replacement safe handling procedures need to be observed in replacing it).

•

Any hazards are spotted and reported to the appropriate person.
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Activity 3 – Responsibility for safety
Check the answers provided. All of these questions assume the candidate
will undertake some research and investigation to locate and report the
information required.
It is expected that in the RTO or workplace where this unit is being delivered, the
personnel in the role of OHS officer will be named and their details recorded. You
may need to provide contact information for OHS personnel to support students in
this activity.
Questions 2 and 3 are state/territory specific.
For question 4; a hazard is anything that may result in injury to a person or harm to the
health of a person. A risk is the likelihood that a hazard will cause harm to a person.

Activity 4 – Workplace hazards
Check the answers provided on the Activity 4 worksheet. The following table has some
example responses that may be appropriate.
Task 4 – Workplace hazards list
Task/equipment

Computer workstation

Reason(s) for hazard

Control measure(s) to minimise:

eyestrain, neck pain, shoulder
pain, backache

Set up the workstation to suit
the user to minimise bending,
twisting and reaching.
Ensure regular breaks
are taken.

Electrical

damaged electrical cords,
arcing power outlet

Report to the facilities officer/
safety officer for replacement
or repair

Chemical

Incorrectly labelled or
stored, lack of MSDS or
appropriate PPE

Request labelling be
done, PPE and MSDS
made available.

Manual handling
Hazardous substances
Biological
Training
Machinery and equipment
Noise

4
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Activity 5 – Following workplace procedures
Because the specifics of the equipment that will be used for this activity will vary, you
will need to develop a suitable observation checklist.

Activity 6 – Emergency procedures and reporting
Emergency procedures vary, however the most common procedure will most likely
be an evacuation. The checklist provided for this activity relates to an emergency
evacuation – should you choose a different type of emergency procedure for this
activity, you can either modify the checklist provided or use your own.
To assess the reporting of an emergency, it is recommended that you should simulate
more than one an emergency incident for the purpose of assessment. The following list
provides some suggestions.
•

Replace a power lead with obviously damaged insulation (showing exposed
conductors – do not plug this in).

•

Place a heavy item atop a bookcase.

•

Have a student or colleague simulate an injury or accident.

•

Splash some green/red/orange liquid (water and food colouring) somewhere in the
workplace for a student to find.

Activity 7 – Workplace inspection
For this activity, you should utilise the OHS/safety representative in your own
workplace. However, if necessary, you can roleplay this yourself.
Since each workplace will have a different office layout and workplace environment, the
checklist will vary from location to location. You may need to substitute your own for the
one provided.

Activity 8 – Observation: following safety procedures
This activity will require some preparation and set-up. It’s suggested that you
coordinate this activity with your organisation’s safety officer, or appropriate person, so
that it can be conducted as a regular evacuation procedure drill (for example; a fire drill
or response to a bomb thread). The activity should feel like a realistic situation.
Students must then complete the Incident/Accident Reporting Form.
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