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[bookmark: _Toc518640492][bookmark: _Toc21612247]Icon legends
	Icons
	Descriptions
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	Practice activity 
Learning activities are the tasks and exercises that assist you in gaining a clear understanding of the content in this workbook.  It is important for you to undertake these activities, as they will enhance your learning.
Activities can be used to prepare you for assessments.  Refer to the assessments before you commence so that you are aware which activities will assist you in completing your assessments.
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	Collaboration 
Whether you discuss your learning in an online forum or in a face-to-face environment discussions allow you to create and consolidate new meaningful knowledge.
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	Self-check
A self-check is an activity that allows you to assess your own learning progress. It is an opportunity to determine the levels of your learning and to identify areas for improvement.
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	Readings (Required and suggested)
The required reading is referred to throughout this Student workbook. You will need the required text for readings and activities. 
The suggested reading is quoted in the Student workbook, however you do not need a copy of this text to complete the learning. The suggested reading provides supplementary information that may assist you in completing the unit.





Topic 1
Why is safety important?


[bookmark: _Toc21612248]Topic 1 Introduction
Why do we have to worry about safety when working in an office environment? Is it really that much of a big deal?
All workers have a right to go home from work in the same state that they arrived at the beginning of their shift. Unfortunately, too many incidents occur in the workplace, where workers are seriously hurt or killed, due to poor workplace practices. 
[bookmark: _Toc21612249]Workplace injuries and deaths
As at 1 August, 83 Australian workers have been killed at work in 2019.
Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/statistics-and-research/statistics/fatalities/fatality-statistics
Have you ever been involved in an incident or know of somebody in the workplace who has had an accident? 
How were you, or the other person involved, impacted? 
The consequences of workplace injuries are widespread affecting not only the injured employee but also their family, colleagues and the company for whom they work eg 
· Economic costs
· Legal costs
· Lost production and morale
· Extra Health and Safety compliance work
· Damage to plant and equipment
· Staff costs
· The public can develop a negative opinion of the company causing further loss of income)
The cost of workplace injury can be measured in both monetary and personal terms. Sometimes when looking at the impact of workplace injury, the human impact can be most devastating.
Workplace injury can stop workers from playing sport, going to parties, walking the dog or driving a car. Injury can also affect relationships with partners, friends and family.
Every year hundreds of thousands of workers in Australia are injured by an accident at work. According to Safe Work Australia’s report on compensation statistics for 2016-2017, there were over 100,000 serious Australian workers’ compensation claims.
The two following infographics outline further statistics from this report.
[image: ]
Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/system/files/documents/1904/australian-workers-compensation-statistics-2016-17_1_1.pdf
[image: ]
Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/system/files/documents/1904/australian-workers-compensation-statistics-2016-17_1_1.pdf
Considering the implications of an incident on health, ability to work, finances etc., and it is clear just how important Work, Health and Safety is in the workplace.
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	[bookmark: _Toc21612250]Practice activity


[bookmark: _Toc21612251]Activity 1.1: Workplace injuries
In small groups discuss your experiences with workplace injuries. It might be an injury you received or someone you know. Answer the questions below:
1. List the injuries below that occurred in the workplace.




2. Explain what impact the injuries had on the person injured. Consider physical, psychological and financial impacts.




[bookmark: _Toc21612252]Safety in the office environment
Is safety in an office environment really that big a deal? Sometimes people do not believe that safety is a major issue in an office environment. As we have read in the statistics on the previous pages, other industries and occupations have a higher risk in the workplace, safety is still an important consideration in an office environment as you will come to read in the following sections.
The other thing to remember is that office environments can exist is so many different industries and work locations, not just an office building. Your office environment might be located:
On a worksite
In a factory
At a veterinarian practice
A hospital
If you are working in an office environment in the locations listed above, not only will you need to understand office in an office environment but also safety in those specific types of workplace as well. Even if you are not working on the factory floor, you may still need to walk through the factory to get to your office so will need to understand how to safely do so.
	[image: ]
	[bookmark: _Toc21612253]Practice activity


[bookmark: _Toc21612254]Activity 1.2: Different office environments
In small groups make a list of other locations an office environment might be located in. 









Topic 2
Getting information about safety in the workplace


[bookmark: _Toc21612255]Topic 2 Introduction
There is a lot to know about WHS but the good news is that you don’t need to be the expert. There are people within your organisation and external organisations who can provide you information and guidance about safety in the workplace.
[bookmark: _Toc21612256]WHS people in the workplace
[bookmark: _Toc21612257]WHS Practitioner/Advisor
WHS practitioners/advisors are considered specialised individuals responsible for ensuring the health and safety of all workers within an organisation. They play a key role in ensuring that leaders, managers, workers and Health and Safety Representatives (HSR), are educated and supported to understand their responsibilities under the WHS laws.
Source: Comcare, https://www.comcare.gov.au/promoting/roles_and_responsibilities/WHS_practitioner
[bookmark: _Toc7427329][bookmark: _Toc21612258]Health and Safety Representatives or Committees
Health and Safety Representatives, or committees, are elected to represent workers in a 'work group' on health and safety matters.
Source: SafeWork NSW, https://www.safework.nsw.gov.au/safety-starts-here/consultation@work/health-and-safety-representatives
	[bookmark: _Toc7427330][image: ]
	[bookmark: _Toc21612259]Watch


Video: A day in the life of a Health and Safety Representative
In this video, you will develop an understanding of what Health and Safety Representatives do in the workplace.
[image: ]
8 April 2019 YouTube, Available at https://www.youtube.com/watch?v=a2tgvsCtKuA 
[bookmark: _Toc21612260]Emergency wardens
An Emergency Warden, is a trained employee who on becoming aware of a potential emergency in the workplace, is able to determine the nature of the emergency and decide on the appropriate action.
Source: Safety UWA, http://www.safety.uwa.edu.au/staff-support/wardens/responsibilities
	[bookmark: _Toc7427331][image: ]
	[bookmark: _Toc21612261]Watch


Video: Duties of wardens during an emergency
In this video, you will develop an understanding of what Emergency Wardens do during an evacuation in the workplace.
[image: ]
3 December 2013 YouTube, Available at https://www.youtube.com/watch?v=L_sSGoIr3-U
[bookmark: _Toc21612262]Manager or supervisor
If you are unsure who your Health and Safety Representatives are in your workplace, ask your manager or supervisor for more information.
	[image: ]
	[bookmark: _Toc21612263]Practice activity


[bookmark: _Toc21612264]Activity 2.1: WHS people in Plan2go
It is important to know who the people are in your workplace who you can go to if you have any questions, issues or concerns about WHS. Imagine you are working as an Admin Officer at Plan2go, refer to the Organisational Chart and answer the questions on the following page.


Table 1 Activity 2.1
	Question
	Answer

	Who is the WHS Officer?
	

	Who is the WHS Officer’s supervisor?
	

	Who is your supervisor?
	


[bookmark: _Toc21612265]WHS organisations who you can go to
[bookmark: _Toc21612266]Safe Work NSW 
Safe Work NSW is the workplace health and safety regulator in NSW. They offer:
[image: ]advice on improving work health and safety
provide licences and registration for potentially dangerous work
investigate workplace incidents and enforce WHS laws in NSW
Table 2 Safe Work NSW contact details
	Contact details
	

	Website:
	www.safework.nsw.gov.au

	Phone:
	13 10 50

	Email:
	contact@safework.nsw.gov.au


[bookmark: _Toc21612267]Australian Institute of Health and Safety
The Australian Institute of Health and Safety is a peak Australian body representing WHS professionals. They: 
[image: ]provide a collective voice for the WHS profession
provide training
advocacy on policy to improve legislation, regulation and standards
promote awareness of WHS
Table 3 Australia Institute of Health & Safety contact details
	Contact details
	

	Website:
	www.aihs.org.au

	Phone:
	1800 808 380


[bookmark: _Toc7427333][bookmark: _Toc21612268][image: ]Safe Work Australia
Safe Work Australia leads the development of national policy to improve work health and safety and workers’ compensation arrangements across Australia. 
Table 4 Safe Work Australia contact details
	[bookmark: _Toc7427334]Contact details
	

	Website:
	www.safeworkaustralia.gov.au

	Email:
	info@swa.gov.au


[bookmark: _Toc21612269]Unions
Unions play an important role in making sure health and safety standards are met in workplaces to reduce injury and workplace related stress for workers.
Visit the Australian Council of Trade Unions website to find your local union: https://www.actu.org.au/about-the-actu/affiliates-and-tlcs
[bookmark: _Toc21612270][bookmark: _Toc5872238][bookmark: _Toc7427318]Who developed the rules on safety in the workplace?
Where do all the people and organisations listed above get their information about what it means to be safe in the workplace and what the rules are? Work health and safety laws.
In 2011, Safe Work Australia developed model WHS laws to be implemented across all of Australia. The aim of this legislation is to provide all workers in Australia with the same standard of health and safety protection regardless of the work they do, or where they work. Prior to these model laws, WHS laws differed from state to state. 
For the model laws developed by Safe Work Australia to become legally binding, the Commonwealth, states and territories must separately implement them as their own laws.
WHS legislation also provides businesses that operate over more than one state with reduced compliance and business costs, as they only need to develop systems to ensure compliance to one framework.
Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws
[bookmark: _Toc7427320]Let's take a look at the legislation, and the resources which support it, in more detail.
[bookmark: _Toc21612271]Work Health and Safety Act 2011
The WHS Act provides a framework to protect the health, safety and welfare of all workers at work and of other people who might be affected by the work. The WHS Act aims to: 
protect the health and safety of workers and other people by eliminating or minimising risks arising from work or workplaces 
ensure fair and effective representation, consultation and cooperation to address and resolve health and safety issues in the workplace 
encourage unions and employer organisations to take a constructive role in improving work health and safety practices 
assisting businesses and workers to achieve a healthier and safer working environment 
promote information, education and training on work health and safety 
provide effective compliance and enforcement measures, and 
deliver continuous improvement and progressively higher standards of work health and safety. 
[bookmark: _Toc7427321]Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/system/files/documents/1702/guide-to-the-whs-act-at-21-march-2016.pdf
Note that while the legislation is dated 2011, amendments are regularly made to legislation with the most recent amendment being made in 2016.
[bookmark: _Toc21612272]WHS Regulations 2017
The model WHS Regulations set out detailed requirements to support the duties in the model WHS Act. They also prescribe procedural or administrative requirements to support the model WHS Act (for example requiring licences for specific activities and keeping records).
Source: Safe Work Australia, https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws
Like legislation, amendments are regularly made to regulations with the most recent amendment being made in 2017.
[bookmark: _Toc21612273][bookmark: _Toc7427322]Supporting resources
To ensure that PCBUs meet their requirements under the WHS Act 2011 and the WHS Regulations 2017 and that the legislation can be implemented easily, there are a number of supporting codes of practice, standards and guides in place.
[bookmark: _Toc21612274][bookmark: _Toc7427323]Codes of Practice
Codes of practice are practical guides to achieving the standards of health, safety and welfare required under the WHS Act and Regulations.
Codes of Practice can be written by industry, Safe Work Australia or the Regulator i.e. Safe Work NSW.
[bookmark: _Toc21612275]Standards
Standards establish acceptable minimum levels or certain industry requirements, which must be addressed. They can relate to a range of services, performance requirements and specifications etc. Standards can be written by Industry and the Regulator i.e. Safe Work NSW.
[bookmark: _Toc7427324][bookmark: _Toc21612276]Guides and industry alerts
Guidance notes are explanatory documents that provide detailed information to further support the requirements of the Act and Regulations, and support the Codes of Practice and Standards.
They can be written by Industry, Safe Work Australia or the state regulator i.e. Safe Work NSW.
[bookmark: _Toc7427325][bookmark: _Toc21612277]WHS Management System
A WHS Management System is an organisation's own WHS policy and procedures and works at practical level to support the legislation. 
The WHS Management System has been developed to ensure that the mandatory and best practice information from the WHS Act, Regulations, Code of Practice, Standards and Guides are implemented within a workplace at a local level.


Topic 3
WHS responsibilities


[bookmark: _Toc21612278]Topic 3 Introduction
Safety in the workplace does not fall onto the shoulders of one person such as the WHS Practitioner/Advisor or your manager. Safety in the workplace is everyone’s responsibility. If someone has a responsibility regarding safety, they are referred to as ‘duty holders’. 
[bookmark: _Toc21612279]Duty holders
Let's look at who these duty holders might be in the workplace and what their obligations are.
[bookmark: _Toc21612280]Persons Conducting a Business or Undertaking (PCBU)
A ‘person conducting a business or undertaking’ (PCBU) is a legal term under WHS laws for individuals, businesses or organisations that are conducting business. A person who performs work for a PCBU is considered a worker. 
A PCBU has the primary duty of care for workplace health and safety. 
These obligations might include: 
· safe systems of work
· safe use of plant, structures and substances
· adequate facilities for the welfare of workers
· notification and recording of workplace incidents
· adequate information, training, instruction and supervision
· compliance with requirements under the Work Health and Safety Regulation
· effective systems for monitoring the health or workers and workplace conditions
· a safe work environment
· maintain the premises used for accomodation for workers, if required
Source: SafeWork NSW https://www.safework.nsw.gov.au/legal-obligations/employer-business-obligations
[bookmark: _Toc5872251][bookmark: _Toc7427346][bookmark: _Toc21612281]Officer 
An officer of a PCBU is a director or person who makes, or participates in the decision-making of the business, or who has the capacity to significantly affect the business’ financial standing e.g. senior or operational management. 
An officer of a PCBU has a duty to exercise ‘due diligence’, to be proactive and continuously ensure that the business or undertaking complies with relevant duties and obligations, and to ensure that the PCBU complies with its safety obligations. 
[bookmark: _Toc5872252][bookmark: _Toc7427347][bookmark: _Toc21612282]Workers 
Under the WHS Act, the term ‘employee’ was replaced by the term ‘worker’. Workers must take reasonable care to comply with any reasonable instructions, policies and procedure given by their employer, business or controller of the workplace and take reasonable care that their own acts (or failures to act) do not adversely affect the health and safety of other persons. 
A worker is anyone who carries out work for a PCBU, such as:
· an employee
· a contractor or sub-contractor
· an employee of a contractor or sub-contractor
· an employee of a labour hire company
· an apprentice or trainee
· a student gaining work experience
· an outworker; or volunteer
[bookmark: _Toc5872253][bookmark: _Toc7427348][bookmark: _Toc21612283]Others 
Similar duties apply to other persons at a workplace – that is, any person at a workplace, including customers and visitors. 
Everyone must take reasonable care of their own health and safety and that of others. 
They must also comply, so far as they are reasonably able, with any reasonable instruction that is given by the PCBU to comply with WHS laws.
[bookmark: _Toc21612284]Duty of care vs due diligence
Some common terms you may hear relating to WHS are ‘Duty of Care’ and ‘Due Diligence’. This terminology can be confusing. Let’s have a look at what they are and how they relate...
[bookmark: _Toc5872247][bookmark: _Toc7427340]

[bookmark: _Toc21612285]Duty of care 
Under the WHS Act there are a range of duty holders who, as part of their duties, hold specific responsibilities. This responsibility is known as duty of care. 
Duty of care, in relation to WHS, is defined as taking all reasonable care to avoid acts or omissions likely to harm any person or cause damage in the workplace (where possible).
[bookmark: _Toc7427341]Examples of duty of care might include:
· providing and maintaining safe plant (machinery, tools) and systems of work
· providing adequate facilities (washrooms, toilets, lockers, dining areas, first aid etc)
· ensuring the use, handling, storage & transport of plant and substances (chemicals) is safe & without risks to health
We'll take a closer look at these in more detail in the following sections.
Source: OHS Rep, http://www.ohsrep.org.au/law-rights/ohs-legislation/the-ohs-act/duties-of-employers
[bookmark: _Toc5872248][bookmark: _Toc7427342][bookmark: _Toc21612286]Due diligence 
Due diligence is the method by which your organisation, or manager, demonstrates their duty of care. In an organisation, everyone in the management chain is accountable and must act diligently. 
[bookmark: _Toc7427343][bookmark: _Toc21612287]How do they do this?
They may show due diligence by:
· advising their workers of potential or actual hazards
· providing workers with necessary oral and written instructions on the measures and procedures that need to be followed
· ensuring workers use and wear personal protective equipment (PPE) or clothing
· ensuring workers work and operate in a safe manner
· take precautions to protect workers ‘health and safety’ according to individual circumstances
· take corrective action as required when issues arise
[bookmark: _Toc5872254][bookmark: _Toc7427349][bookmark: _Toc21612288]How is due diligence enforced?
The WHS Act sets out the powers and functions of inspectors who have an important role in securing compliance and enforcing the WHS Act and Regulations. Each State/Territory has their own Regulator and inspectors. 
[bookmark: _Toc5872255][bookmark: _Toc7427350]Inspectors 
The WHS Act allows inspectors to:
· Provide information and advice about compliance with the WHS Act;
· Assist in the resolution of work health and safety issues at workplaces, including issues relating to the right of entry of WHS entry permit holders, negotiation of work groups and training of HSRs;
· Issue improvement notices, prohibition notices and non-disturbance notices where necessary, to ensure compliance with the WHS Act;
· Review a disputed provisional improvement notice (PIN);
· Investigate contraventions of the WHS Act; and
· Assist in the prosecution of offences.
Inspectors may enter any place they reasonably suspect is a workplace at any time and without prior notice to exercise their powers. 
Inspectors can secure compliance with the WHS Act by issuing improvement notices, prohibition notices or non-disturbance notices.
Within NSW, SafeWork NSW regulates health and safety within NSW workplaces.
	[image: ]
	[bookmark: _Toc21612289]Watch


Video: SafeWork NSW inspectors - helping you keep your workplace safe
In this video, you will develop an understanding of what to expect if a Safe Work NSW inspector visited your workplace.
[image: ]
16 August 2018 YouTube, Available at https://www.youtube.com/watch?v=xdl0k390pws
[bookmark: _Toc5872256][bookmark: _Toc7427351]Penalties for breaches 
A breach of the WHS Act or WHS Regulations can occur in three basic ways:
1. An action occurs that places a person at risk of injury, illness or death;
2. There is an omission of action, where no action is taken to address a dangerous situation; or
3. There is a failure to comply with regulatory requirements.
PCBUs may receive penalties that range from on-the-spot fines through to criminal prosecution, if they are found to have breached WHS laws.
PCBUs and workers may breach these laws by:
· Exposing workers to the risk of excessive noise.
· Working at heights where the risk of falling is not controlled.
· Allowing unlicensed or untrained equipment operators to use specified equipment such as workshop tools or machinery.
· Not ensuring that plant is appropriately guarded to eliminate or minimise exposure of workers to moving parts.
· Failing to have safe work method statements for work carried out in or near a confined space.
· Not notifying the Regulator, when a notifiable serious injury or illness occurs at their workplace.
[bookmark: _Toc5872257][bookmark: _Toc7427352]Prosecutions
Regulators, such as SafeWork NSW, carry out legal prosecutions through the courts against individuals, employers or businesses who have broken WHS laws or workers compensation legislation.


	[image: ]
	[bookmark: _Toc21612290]Practice activity


[bookmark: _Toc21612291]Activity 3.1: Duty Holders
Give a brief description about the WHS responsibilities for the following duty holders:
	Duty Holder
	Responsibility

	PCBU
	

	Officer
	

	Worker
	

	Customers/Visitors
	


[bookmark: _Toc21612292]Activity 3.2: Safe Work NSW prosecutions
Visit the Prosecutions page on the Safe Work NSW website and scroll to the bottom of the screen to the Prosecution Summaries section. Read some of the prosecutions, choose four cases and complete the tables on the following page.
Table 5 Activity 3.1 Case Study 1
	Case 1
	

	Description of incident
	

	Amount fined
	



Table 6 Activity 3.1 Case Study 2
	Case 2
	

	Description of incident
	

	Amount fined
	



Table 7 Activity 3.1 Case Study 3
	Case 3
	

	Description of incident
	

	Amount fined
	



Table 8 Activity 3.1 Case Study 4
	Case 4
	

	Description of incident
	

	Amount fined
	





Topic 4
Work safely


[bookmark: _Toc21612293]Topic 4 Introduction
One of the most important things you can do to contribute to a safe work environment is to work safely. A PCBU can implement the best safety procedures, consistently provide training on safety in the workplace and provide a safe working environment, however, if workers do not follow safe working procedures, work safely and proactively contribute to a safe working environment then the workplace will not be safe. It is important that we, as workers, work safely.
[bookmark: _Toc5872281][bookmark: _Toc7427383][bookmark: _Toc21612294]Induction training
Where we start our safety journey in the workplace is during our induction when we begin our job. Induction is the process of formally introducing someone to the policies, processes and procedures in place for a new job role, or place of work/study. 
When a worker first starts at the workplace they are required by law to take part in induction training. As a minimum, this should cover information and instructions on:
· Emergency procedures, including what to do for an evacuation or lockdown.
· Workplace facilities including where to get help with first aid and security.
· How to report a hazard or other safety issues.
· Workplace policies on how work health and safety is managed.
· Specific health and safety procedures required for their tasks, such as equipment manuals, safety data sheets, and personal protective equipment.
[bookmark: _Toc7427384][bookmark: _Toc21612295]Consider
When you began your study at TAFE, you would have participated in induction, usually as part of your college/course Orientation. Consider what information you received on WHS matters during this training.
	[image: ]
	[bookmark: _Toc21612296]Practice activity


[bookmark: _Toc21612297]Activity 4.1: Plan2go Induction
Work in small groups to complete this activity.
Referring to the Plan2go Induction Checklist, in the table on the next page list the six topics that must be covered regarding WHS.
Table 9 Activity 4.1
	Topic

	

	

	

	

	

	



	[image: ]
	[bookmark: _Toc21612298]Practice activity


[bookmark: _Toc21612299]Activity 4.2: Plan2go Induction
Referring to the Plan2go Induction Policy, in the table below list the timeframe when the following WHS topics must be covered by.
Table 10 Activity 4.2
	Topic
	Time Frame

	Identify fire exits and emergency evacuation procedures, first aid room
	

	Review Work Health and Safety policies and procedures
	


[bookmark: _Toc21612300]Prework checklists
Before we commence work each day/shift, it is important to do a check of your work area to ensure that it is safe to commence work. This may involve ensuring that:
the area is free of trip hazards
your workstation has been adjusted to meet your ergonomic needs
Machinery is in good, safe working order
	[image: ]
	[bookmark: _Toc21612301]Practice activity


[bookmark: _Toc21612302]Activity 4.3: Your prework check
Working with one other student, think about the things that you should check prior to commencing your day at work. If you are not currently working think about what you should check prior to commencing work in the classroom.
In the table below list your work environment and at least 4 checks you would make prior to commencing work.
Table 11 Activity 4.3
	Work location:
	


	Pre work check considerations:
	







	[image: ]
	[bookmark: _Toc21612303]Practice activity


[bookmark: _Toc21612304]Activity 4.4: Plan2go self assessment checklist
Referring to the Plan2go Workstation Self-Assessment Checklist, in the table below list three (3) adjustments you should make to your workstation prior to commencing workstation.
Table 12 Activity 4.4
	Adjustment

	1. 

	2. 

	3. 


[bookmark: _Toc21612305]Following instructions
During an induction you will be made aware of the policies, processes and procedures in place for your new job role. You will need to ensure that you follow these at all times so that work is completed correctly and to the standard required.
There are specific policies, processes and procedures to follow which will ensure of a safe work environment. These may relate to performing specific tasks such as operating equipment or may relate to specific WHS tasks. It is important that you understand these policies, processes and procedures thoroughly. If you have any questions or are unsure of any part of them it is important that you ask your supervisor or HSR for clarification.
Remember, by always following these WHS policies, processes and procedures, you are helping to contribute to a safe working environment. You are keeping yourself and others safe in the workplace.
	[image: ]
	[bookmark: _Toc21612306]Practice activity


[bookmark: _Toc21612307]Activity 4.5: Plan2go WHS procedures
Referring to the Plan2go WHS folder on the Plan2go intranet, in the table below list the four (4) WHS procedures that staff must follow.
Table 13 Activity 4.5
	Procedure name

	1. 

	2. 

	3. 

	4. 



[bookmark: _Toc5872285][bookmark: _Toc7427389][bookmark: _Toc21612308]Emergency procedures
An emergency is a dangerous situation that requires sudden and urgent action. Emergencies are often workplace specific. This means that the types of emergencies likely to occur at your workplace may be related to the specific work undertaken, the machinery and equipment in use and your specific location (e.g. your workplace may be in bushland which would increase the risk of bushfire emergency).
Emergencies can include:
· Power failure or electrical hazards
· Fire (man-made or natural i.e. bushfire)
· Armed hold-up
· Someone requiring urgent medical attention
· Bomb threat
· Natural disasters such as earthquakes, floods or hurricanes
· Chemical spills / toxic fumes.
The WHS Act requires all workplaces to have procedures in place in case emergency incidents occur. The procedures must describe what steps to follow in an emergency and what fire safety precautions are in place. A worker is required to follow all workplace procedures for responding to emergency incidents at work.
Note that emergency procedures will vary from workplace to workplace so it is important that you are familiar with each one in your workplace. Workplaces must ensure that all staff are properly trained in their workplace emergency procedures including practising evacuations and lockdowns.
	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Reading AZURE BLUE.png]
	[bookmark: _Toc21612309]Reading list


Fact Sheet: Emergency Plans
This fact sheet by Safe Work Australia outlines general guidance on how to prepare and maintain general emergency plans for organisations with fixed workplaces.


	[image: ]
	[bookmark: _Toc21612310]Watch


Video: Emergency Evacuation Procedure
In this video, you will develop an understanding of general rules for emergency evacuations your workplace.
[image: ]
9 May 2018 YouTube, Available at https://www.youtube.com/watch?v=dCi5fP9D7hM
	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Reading AZURE BLUE.png]
	[bookmark: _Toc21612311]Reading list


Emergency Action Plan: Plan2go
The Plan2go Emergency Action Plan outlines their approach to emergencies in the workplace and contains the procedures for the following workplace emergencies:
Fire
Medical emergencies/injuries
Severe storms
Flood
Workplace violence and/or hostage situation
Bomb threat
[bookmark: _Toc21612312]Hazard sign and safety symbols
Safety signs are used in the workplace to warn people of any dangers or hazards in the immediate area, instruct people how to work safely around hazards, locate safety equipment and safely leave the workplace in an emergency.
[bookmark: _Toc5872310][bookmark: _Toc7427429]Signs are helpful as they clearly and simply convey their meaning to everyone. Whilst some safety signs contain words, the colours used and images make it easy to understand the message the sign is trying to convey. Let’s have a look at the different categories of safety signs.
[bookmark: _Toc21612313]7 categories of safety signs 
[bookmark: _Toc7427430]Prohibition signs 
[image: ]
Photo by Brian Kostiuk - @BriKost on unsplash.com under Creative Commons CC0
These are signs that indicate something that you must not do. They are made up of a red circle or square border with a line through it, a white background and black symbol.
[bookmark: _Toc7427431]Mandatory action signs 
[image: ]
Photo by Staffs Live on flickr.com under Creative Commons CC0
[bookmark: _Toc7427432]These signs tell you that you must wear some special safety equipment. They are made up of a blue solid circle, white symbol, with no border.


Restriction signs 
[image: ]
Photo by Matthew Paul Argall on flickr.com under Creative Commons CC0
These signs tell of a limitation placed on an activity or use in the area concerned. They are made up of a red circular border, no crossbar, and a white background.
[bookmark: _Toc7427433]Hazard warning signs 
[image: ]
Photo by Kevan on flickr.com under Creative Commons CC0
These signs warn you of a danger or risk to your health. They are made up of a yellow triangle with a black border, and a black symbol.
[bookmark: _Toc7427434]


Safety equipment or safe condition signs 
[image: ]
Photo on pixabay.com under Creative Commons CC0
These signs show where emergency safety equipment is kept. They are made up of a green solid rectangle, with a white symbol or text.
[bookmark: _Toc7427435]Fire equipment signs 
[image: ]   [image: ]
Photos by pixabay.com under Creative Commons CC0
These signs tell you the location of fire alarms and firefighting facilities. They are made up of a red solid rectangle, with white text.
[bookmark: _Toc7427436]

Danger hazard signs 
[image: ]
Photo by burlesonmatthew on pixabay.com under Creative Commons CC0
These signs warn of a particular hazard or hazardous condition that is to be life-threatening. They are made up of a white rectangular background, with the word DANGER in white on a red background, and black border and black text. 
	[image: ]
	[bookmark: _Toc21612314]Watch


Video: ISO symbols for safety signs and labels
In this video, you will develop an understanding of various types of safety signs you may find in your workplace.
[image: ]
25 October 2012 YouTube, Available at https://www.youtube.com/watch?v=izeWHwDCUes


	[image: ]
	[bookmark: _Toc21612315]Practice activity


[bookmark: _Toc21612316]Activity 4.6: Identifying safety signs
Referring to the signs in the table below, identify what type of sign it is and what is the sign telling you.
Table 14 Activity 4.6
	Sign
	Type
	What the sign is telling you

	[image: ]
	Example:
Prohibition sign
	Example:
No smoking
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Topic 5
Hazards in the workplace


[bookmark: _Toc21612317][bookmark: _Toc5872292][bookmark: _Toc7427394]Topic 5 Introduction
Hazards in the workplace are what cause incidents and injuries. It is important that we have systems in place to ensure that hazards are quickly identified, assessed, controlled and reviewed to ensure the ongoing safety of all in the workplace.
[bookmark: _Toc21612318]What is risk management?
Risk management is the term applied to a systematic method of assessing and controlling risks associated with any activity, function or process.
PCBUs have a legal duty of care to identify workplace problems and to find effective solutions to them in consultation with workers.
[image: ]The risk management process involves:
1. Identifying hazards.
2. Assessing risks. 
3. Controlling risks.
4. Reviewing control measures.Risk Management Process diagram. ©TAFE NSW 2019

	[image: ]
	[bookmark: _Toc21612319]Watch


Video: Risk Management
In this video, you will develop an understanding of the different steps in the risk management process.
[image: ]
4 June 2017 YouTube, Available at https://www.youtube.com/watch?v=Ruj0IRezVXE


	[bookmark: _Toc5872293][bookmark: _Toc7427395][image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Reading AZURE BLUE.png]
	[bookmark: _Toc21612320]Reading list


WHS Hazard Identification and Incident Reporting Procedure: Plan2go
The WHS Hazard Identification and Incident Reporting Procedure outlines their approach to identifying and reporting hazards and incidents.
[bookmark: _Toc21612321]What is a hazard?
In the WHS context, ‘hazards’’ are anything with the potential to harm life, health or property.
Risks are the potential outcomes of hazards and the possibility of injury, illness, damage or loss occurring as a result of hazards.
[bookmark: _Toc7427397][bookmark: _Toc21612322]Categories of hazards
Biological hazards
Biological hazards may include fungi, protozoa, bacteria and viruses, some of which are beneficial, while others cause disease. 
These organisms may be present in ventilation systems, the work process or in other aspects of the work environment.
Biological hazards may also include insects, spiders, snakes and larger animals. In some occupations, plants may be biological hazards (i.e. there is an allergic response to some plants).
Biomechanical hazards
Biomechanical hazards are found wherever muscles are used for doing work, including lifting, pushing, pulling, holding, restraining or where work involves repetitive use of muscles.
Biomechanical hazards are also associated with static work postures such as working at visual display screens and working postures that involve bending or stooping.
The most common injury is muscle strain and occupational overuse syndrome (OOS).
Chemical hazards 
Chemical hazards may include hazardous substances, dangerous goods, hazardous atmospheres and combustible and explosive materials.
Chemicals may be present in the work environment as solids, liquids, gases or vapours. They may affect the health of workers due to their toxicity or irritant effects or they may cause injury and damage by their explosive or flammable properties.
Mechanical hazards
Mechanical hazards relate to any workplace (industrial or commercial) - mobile plant/load shifting equipment; machinery with moving parts; sharp/cutting edges).
Workers could be crushed, trapped or cut whilst working with plant/machinery.
Physical hazards 
Physical hazards are numerous and include:
· Thermal hazards (hot/cold objects, hot/cold environments);
· Noise and vibration;
· Fluids under pressure;
· Airborne particulates (dust; fibres);
· Gravity (underfoot conditions; falling objects; falling people i.e. slips/trips and falls.);
· Electricity and radiation hazards.
Psychosocial hazards
Psychosocial hazards are sources of potential harm that are related to the way work is organised, the relationships or interactions which operate within the work environment or specific events that may lead to post-traumatic stress. 
Psychosocial hazards may be direct contributors to incidents (such as in fatigue) or may, over time, lead to physical conditions such as hypertension, coronary heart disease, ulcers or psychological illnesses such as depression.
	[bookmark: _Toc5872297][bookmark: _Toc5872294][bookmark: _Toc7427396][image: ]
	[bookmark: _Toc7427401][bookmark: _Toc21612323]Practice activity


[bookmark: _Toc7427402][bookmark: _Toc21612324]Activity 5.1: Workplace hazards
In this activity you will learn about different hazards that can be in an office environment. 
1. Visit the Comcare Virtual Office website (https://www.comcare.gov.au/virtual_workplaces/office)


2. The Virtual Office is made up of ten separate areas:
[image: ]
a. Open office
b. Kitchen
c. Reception
d. Print and photocopy room
e. First aid
f. Meeting room
g. Bathroom
h. Carer’s room
i. Storage rooms
j. Carpark basement
Once you are on the website, click on Reception in the picture to begin your tour of the workplace.
3. Click on Auto External Defibrillator – AED in the bottom right hand corner of the screen:
[image: ]
4. A window will appear on the screen listing information about the item/hazard and potential harm it could cause:
[image: ]
In the website, use the arrow button on the right hand side to scroll through the rest of the items in that work area. 
5. Look through all the items/hazards in each work area of the Virtual Office. Using the table below list 2 hazards for each area and the potential harm for each.

Table 15 Activity 5.1
	Work Area
	Hazard
	Potential Harm

	Open office
	
	

	
	
	

	Kitchen
	
	

	
	
	

	Reception
	
	

	
	
	

	Print and photocopy room
	
	

	
	
	

	First aid
	
	

	
	
	

	Meeting
	
	

	
	
	

	Bathroom
	
	

	
	
	

	Carer’s room
	
	

	
	
	

	Storage rooms
	
	

	
	
	

	Carpark basement
	
	

	
	
	





[bookmark: _Toc21612325]Identifying hazards in the workplace
WHS Legislation states that the PCBU must take reasonable care to identify hazards arising from:
· The work premises.
· Work practices, systems and shift working arrangements (including hazardous processes, psychosocial hazards and fatigue related hazards).
· Plant (including transport, installation, erection, commissioning, use, repair, maintenance, dismantling, storage or disposal).
· Hazardous substances (including production, handling, use, storage, transport or disposal).
· Presence of asbestos.
· Manual tasks (including the potential for occupational overuse injuries).
· Layout and condition of the workplace (including lighting and workstation design).
[bookmark: _Toc5872295][bookmark: _Toc7427398][bookmark: _Toc21612326]How to identify a hazard
There are many types of hazards that can be present within the workplace. 
Hazard identification means finding all potential hazards (including the way in which work is carried out) and recording them. It requires an organisation-developed system that brings hazards to the attention of management preferably, before they cause harm.
We can identify hazards in the workplace through:
Workplace and work area inspections
Consulting workers
General observation in the workplace
A coordinated, systematic approach to hazard identification is required given that many workplaces have a range of plant, chemicals and work processes.


	[image: ]
	[bookmark: _Toc21612327]Practice activity


[bookmark: _Toc21612328]Activity 5.2: Office hazards
In this activity you will conduct a workplace inspection in an office environment using the Plan2go WHS Hazard Inspection Checklist. 
1. Visit the Safe Work SA Virtual Office website (https://app.safework.sa.gov.au/activitiesandtests/virtualoffice/?_ga=2.139549363.1413744575.1565137481-1254757940.1565137481). Note that it may take a minute or so for the page to load. The images below show you what you will see on the screen as you move through the website.
2. Click on Let’s get working in the website!:  as shown in the image below 
[image: ]
3. Hover your mouse over the screen to locate the hazards in the workplace. Your mouse will turn to a hand when you have located a hazard:
[image: ][image: ] 
4. Click on the hazard and it will take you through a scenario of what can happen because of that hazard. It will then allow you to choose the correct option to control the hazard:
[image: ]
5. As you control each hazard, the bar in the top left hand corner will reduce:
[image: ]
6. As you identify each hazard, add it to the WHS Hazard Inspection Checklist. Ensure that you identify the possible risks for each hazard. 
[bookmark: _Toc21612329]

Reporting hazards
Under WHS legislation, a worker must follow all provided safety procedures and instructions when conducting work. The main procedures that a worker would need to comply with, is reporting hazards and incidents identified within their workplace (as per the WHS Management System requirements).
If you see or become aware of a hazard or potential hazard, you should immediately report it to your supervisor and/or your HSR. You can report your workplace safety concerns by:
· Speaking to your supervisor or manager about the issue.
· Reporting the issue following your workplace hazard reporting procedure.
· Raising the issue with your workplace health and safety representative (HSR).
If you have identified the hazard through a workplace inspection, by completing the workplace inspection form and submitting to the identified person (could be your supervisor, the WHS committee or HSR etc) you are reporting any hazards you have found.
It is important that all hazards are reported immediately to reduce the likelihood of someone being injured.
[bookmark: _Toc5872300][bookmark: _Toc7427406][bookmark: _Toc21612330]Participating in a risk assessment
Now you know how to identify a hazard, how do you complete a risk assessment?
Usually managers, supervisors and HSRs will conduct the formalised risk assessment, but you may be required to participate in the process. 
Risk is variable depending on the circumstances and conditions. It is measured in terms of the consequences of the possible outcome and the probability (level of certainty or likelihood) that those consequences will occur.
In general, there are four steps in carrying out a risk assessment. Let's take a look at these:
1. [bookmark: _Toc7427407]Identify the consequences.
· Identify the consequences or the severity of the outcomes.
· For example, you might need to note the number of persons harmed and the nature of their injury/illnesses in a workplace incident.


2. [bookmark: _Toc7427408]Determine the exposure and likelihood by looking at:
· How often (frequency).
· How long (duration).
3. Determine the extent the affected persons are exposed to the particular hazard.
· For example, you might be asked to estimate the probability, likelihood or chance that something will happen. If you are assessing a workplace incident, you consider the chances that the same incident could occur again.
· This means you would need to analyse the effectiveness of any existing risk control measures, and include these in your findings.
4. [bookmark: _Toc7427409]Identify the risk level and priority for treatment.
· For example, you might need to assess the persons harmed and the nature of their injury/illnesses and work out who might need treatment first.
[bookmark: _Toc21612331]Using a risk matrix
To conduct a risk assessment, we use a risk matrix. You can find an example in Table 5 Traditional Business Risk Matrix at the Safe Work Australia website. https://www.safeworkaustralia.gov.au/system/files/documents/1802/measuring-and-reporting-on-work-health-and-safety.pdf
Each business has their own risk matrix, and to identify the risk level and priority for treatment you would use the risk matrix from your place of work to assess the risk level. If you're not sure where to locate this ask your line manager or Health and Safety representative at your workplace.
After identifying the risks, you would use the risk matrix to assess which one needs to be prioritised. We prioritise risks as high, medium and low, to identify which risks need to be managed first and what actions are required.
[bookmark: _Toc7427410][bookmark: _Toc21612332]

Recording risks and making an action plan
Once you've completed steps 1 to 4, your next step is to record the risks on a risk register and make an action plan.
This means you are formally recording and documenting the:
risk assessment
controls
timeframes
[bookmark: _Toc5279457]person/s responsible for action.
[bookmark: _Toc7427411][bookmark: _Toc21612333]WHS Risk Matrix
Table 16 WHS Risk Matrix
	Consequence

	Likelihood
	Negligible
	Minor
	Medium
	Major
	Severe

	Almost certain
	Medium
	High
	High
	Critical
	Critical

	Likely
	Low
	Medium
	High
	High
	Critical

	Possible
	Low
	Medium
	Medium
	High
	High

	Unlikely
	Very Low
	Low
	Medium
	Medium
	High

	Rare
	Very Low
	Very Low
	Low
	Low
	Medium


Created by © TAFE NSW 2019
The tables illustrated below explain the terms used for the risk likelihood and risk consequence, and go on to explain how to approach the relevant risk level.
[bookmark: _Toc5279458][bookmark: _Toc7427412]

[bookmark: _Toc21612334]Explanation of terms likelihood and consequence
Table 17 Likelihood explanation
	Likelihood

	Almost certain
	Expected to occur in most circumstances.

	Likely
	Can be expected to occur several times in the life of the particular work practice.

	Possible
	Might occur occasionally in the life of the particular work practice.

	Unlikely
	Not likely to occur, but could happen at some time.

	Rare
	May happen but only in exceptional circumstances.


Table 18 Consequences explanation
	Consequence

	Severe
	Fatality and/or severe injury resulting in amputation or life support.

	Major
	Hospital admission, and/or long periods off work and/ or permanent impairment.

	Medium
	Injury/ illness requiring minor medical treatment, short duration lost time.

	Minor
	First Aid treatment only. No lost time.

	Negligible
	Does not require First Aid. Minor discomfort.



Table 19Actions for risk level
	Risk Level
	Action

	Critical
	Cease the action immediately. Do not proceed without taking measures to reduce the risk. If it is not possible to reduce the risk then cease the activity and escalate to the attention of senior management.

	High
	Cease the activity. Do not proceed without taking measures to reduce the risk. If it is not possible to achieve a satisfactory reduction in risk without additional resources then escalate to the attention of senior management. 

	Medium
	Implement risk controls as soon as possible so that it is as low as reasonably practicable. 

	Low
	Monitor and manage risk to ensure it remains as low as reasonably practicable.

	Very Low
	No action required but monitor to ensure the risk remains very low. 


Created by © TAFE NSW 2019
	[bookmark: _Toc5872301][bookmark: _Toc7427413][image: ]
	[bookmark: _Toc21612335]Practice activity


[bookmark: _Toc21612336]Activity 5.3: Office hazard risk assessment
1. Using the workplace inspection checklist you completed in Activity 5.2, choose one of the hazards you identified. 
2. Using the WHS Risk Assessment Matrix on the previous page, what risk level would you give the hazard? Explain your answer.

3. Now you have determined the risk level, what action should be taken?




[bookmark: _Toc5872303][bookmark: _Toc7427416][bookmark: _Toc21612337]Controlling risks in the workplace
Once a risk or hazard has been identified and recorded, workers and PCBUs must work to eliminate the hazard. If they cannot remove the risk or hazard completely, then they must take action to reduce the level of risk as far as is reasonably practicable.
Hazards should be eliminated. If this is not possible, then the PCBU should control the hazard or reduce the risk to a minimum.
Controlling hazards can be achieved through following the ‘hierarchy of control measures’. Each control measure has a decreasing level of effectiveness and so you must start from the top level and work your way to the bottom. Let's take a look...
1. [bookmark: _Toc7427417][bookmark: _Toc21612338]Eliminate
Eliminate the hazard by removing it completely from the workplace. For example, safely dispose of a broken machine such as an electric stapler.
2. [bookmark: _Toc7427418][bookmark: _Toc21612339]Substitute
Substitute the hazard with a safer alternative. For example, you could replace non-adjustable chairs with ergonomically designed adjustable chairs.
3. [bookmark: _Toc7427419][bookmark: _Toc21612340]Isolate
Isolate the hazard so a person is not exposed to the risk. For example, place ‘Caution: Do not enter’ tape across the doorway of a room that contains a hazard.
4. [bookmark: _Toc7427420][bookmark: _Toc21612341]Engineer
Engineer against the hazard. For example, replace a damaged cable with a new one.
5. [bookmark: _Toc7427421][bookmark: _Toc21612342]Apply administrative controls
Reduce the hazard using administrative controls. This means using procedures and processes to keep people in the workplace safe by providing training, supervision and procedures to prevent hazards from developing in the first place.



6. [bookmark: _Toc7427422][bookmark: _Toc21612343]PPE
Use personal protective equipment (PPE). For example, require that people wear non-slip footwear in areas with slippery floors.
The most common PPE are:
· Head protection—safety helmets, caps, hats, hoods.
· Eye protection—safety spectacles, goggles, face shields.
· Hearing protection—ear-muffs, ear-plugs, disposable wool.
· Body protection—aprons (leather, cotton, PVC, rubber), safety harnesses.
· Hand protection—gloves (chrome, leather, PVC, rubber, vinyl-impregnated, cotton interlock, loop pile, stainless steel mesh — wrist or elbow length), various types of barrier creams.
· Foot protection—safety shoes, boots (with steel toe-cap, steel inner sole — ankle or knee length). 
· Respiratory protection—respirators (single or twin cartridge, canister, disposable, airline types—either half or full face coverage), hoods, self-contained breathing apparatus.
· Welding protection—goggles, helmets, hand shields, screens, aprons, coats, leggings, spats, gloves.
	[image: ]
	[bookmark: _Toc21612344]Watch


Video: Hierarchy of Controls
In this video, you will understand the Hierarchy of Controls in action.
[image: ]
17 April 2017 YouTube, Available at https://www.youtube.com/watch?v=u7DtdfMuYT8
[bookmark: _Toc5872309][bookmark: _Toc7427428][bookmark: _Toc21612345]Monitoring risks
When a risk has been controlled, this is not the end of the risk management process. 
If a risk is not monitored, it could lead to the incident happening again or even the control may have introduced a new risk, which has not been managed.
The overall objective of monitor and review is to ensure that the factors leading up to the incident do not have the opportunity to occur again.
	[image: ]
	[bookmark: _Toc21612346]Practice activity


[bookmark: _Toc21612347]Activity 5.4: Controlling the office hazard
1. Using the hazard you used in Activity 5.3, identify which control measures you would apply. Explain your answer. 




2. After implementing the control, how would you monitor the effectiveness of the control measure? 




[bookmark: _Toc21612348]Reporting incidents and injuries
Incidents are unplanned and undesired events that result in injury to people or damage to property.
Incidents, including ‘near misses’, can tell us a lot about the types of risks that can arise from work activities. Whether or not injuries or damage result from an incident, investigation of the causes can be a help prevent future incidents. They can also reveal weaknesses in a system that was supposed to control the risk.
For these reasons, it is important to report incidents and keep records of them. Some kinds of incidents and dangerous occurrences, as well as some kinds of work health problems, should be reported to Safe Work NSW.
Reference: (Safe Work Australia, 2011)
[bookmark: _Toc349121842][bookmark: _Toc21612349]Injury and incident report forms
An injury report or incident report is a form that is filled out in order to record details of an unusual event that occurs at a facility, such as an injury to an employee. The purpose of the incident report is to document the exact details of the occurrence while they are fresh in the minds of those who witnessed the event. This information may be useful in the future when dealing with workers compensation issues stemming from the incident.  They are also helpful with the identification of hazards.
	[image: ]
	[bookmark: _Toc21612350]Practice activity


[bookmark: _Toc21612351]Activity 5.5: Reporting an incident
Stuart Percel, WHS Officer, has been called to a workplace incident today. Yeo Chan, Technical Support Officer, has cut his arm on a sharp work surface in the kitchen and has already received first aid treatment on the spot from Eli Amiz.
Arriving to the scene, Stuart immediately talks with Yeo and looks at his injury. Yeo explains that as he walked to the fridge to get his lunch, his arm brushed against the bench and it cut his arm.
Stuart finds out the work surface where Yeo has cut his arm has not been controlled (i.e. the area hasn't been sealed off) and a number of co-workers have been exposed to the area.
Using Plan2go WHS Hazard and Incident Report, complete Part A of the report.






Topic 6
Consultation in the workplace


[bookmark: _Toc21612352]What is consultation?
The sharing of information and exchange of views on occupational health and safety matters between managers and workers or their representatives. This may include participating in decision-making on WHS issues.
Consultation is particularly effective in managing WHS issued because workers have first-hand knowledge and experience of the various tasks and factors that might contribute to hazard in their areas of work
The law states that PCBUs must consult with their workers. The WHS Act is flexible about the way that consultation can be conducted.
	[image: ]
	[bookmark: _Toc21612353]Watch


Video: Consultation in the workplace
In this video, you will learn about consultation in the workplace.
[image: ]
23 October 2017 YouTube, Available at https://www.youtube.com/watch?v=7OaLbST0SiI&feature=youtu.be
[bookmark: _Toc21612354]How can we be involved in consultation?
Consultation arrangements may involve appointing Health and Safety Representatives (HSRs) and Health and Safety Committees (HSCs), however other arrangements can be set up if they are agreed to by the workers and is likely to result in better consultation and improved decision making.
Once the consultation arrangements for the workplace have been established, consultation must take place in accordance with the procedures agreed to between the PCBU and the workers.
The legislation requires an HSR, elected by the workers to be involved with the consultation. The legislation also states that consultation should involve:
· sharing of health and safety information between the PCBU and the workers
· providing workers with a reasonable opportunity to express their views, raise work health and safety issues and contribute to the decision-making process
· taking the views of workers into account
· and advising workers on outcomes in a timely manner
[bookmark: _Toc5872271][bookmark: _Toc7427368][bookmark: _Toc21612355]Get involved
As a worker, you can participate in WHS consultation by contacting your HSR or line manager to:
· Ask questions about health and safety
· Raise concerns and report problems
· Make safety recommendations
· Join the WHS committee
· Attend toolbox talks
· Become a Health and Safety Representative
· Attend WHS meetings
[bookmark: _Toc21612356]Summary
Having worked through this student workbook, viewed videos and completed the above activities for this unit you should now feel confident you can:
· Work safely
· Implement work safety requirements
· Participate in WHS consultative processes
Congratulations on completing your learning for BSBWHS201 Contribute to health and safety of self and others!  Good luck with your assessment.
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