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MONITOR A SAFE WORKPLACE 

Module from Small Business Management Toolbox.

The following table is constructed to show the main topics in this module; their breakdown into sub-topics and the accompanying activities or worksheets available either within the toolbox or constructed for use with the toolbox or additional to the toolbox.  Appropriate assessment activities have been included.

Students will develop a folio of work as well as maintain a log of completed activities.

	Topics

(Contents of Toolbox Module)
	Sub-topics
	Activities/Worksheets

All Worksheets/Tasks are part of the Folio & should be recorded on the Monitor a Safe Workplace – Log of Completed Activities
	Assessment Tasks

Worksheets can be Assessment Tasks at Teachers’ discretion.

	Introductory activities (or pre-activities)
	Workplace Safety
	Introductive web link activity

Pre-test Crossword
	

	Rules and Regulations
	Rules and Regulations

· Fire safety and evacuation

· Workplace bullying and discrimination

· Ergonomic injuries

· Work related stress
	Proactive Safety Strategies

Worksheet including Proactive safety strategies discussion starter within the toolbox.


	Assessment Item 1:  Web search involving internet 

	Injuries and accidents in the workplace
	The cost of accidents and injuries

The accident pyramid

Common causes of accidents
	Injuries and accidents in the workplace Worksheet


	

	The purpose and aims of the Act
	The duties of employers

The duties of employees

The duty of others
	Duties of Employers and Employees Worksheet including the Safety at Work interactive activity.
	

	Acts and Regulations, Codes of Practice and Australian Standards
	Acts

Regulations

Codes of Practice

Australian Standards
	WorkSafe Smart Move web link activity
	


	Safety representatives and committees

Health and Safety policy
	Designated work groups

Health and Safety representatives

Health and Safety committee

What is a policy?

See also Controlling Hazards section – Who assesses the risk?
	Workgroups Worksheet and Case Study research activity on designated work groups 

Safety Representatives and Committees: Health and Safety Committee Worksheet

Discussion/ Speaker

Case Study activity
	


	Topics
	Sub-topics
	Activities/Worksheets

All Worksheets/Tasks are part of the Folio & should be recorded on the Monitor a Safe Workplace – Log of Completed Activities
	Assessment Tasks

Worksheets can be Assessment Tasks at Teachers’ discretion.

	The role of WorkCover officers
	The power of WorkCover officers

What do WorkCover Officers look for?
	WorkCover Worksheet

Safety Inspection Checklist Worksheet including practical activity in the toolbox
	

	Identifying Hazards
	Identifying hazards

Ergonomic hazards

Psychological hazards
	Watch video 

Ergonomic Hazards Worksheet with individual activities preparing for assessment tasks

Psychological Hazards Worksheet

Case Study 

See also Workplace Bullying section below
	Assessment Item 2


	Controlling Hazards
	How is the risk assessed?

Setting priorities
	Activities within the toolbox including setting up a committee; assessing a hazard (try How is the risk assessed page) and documenting a risk assessment.  

Risk Assessment Worksheet
	Assessment Item 3

	Controlling Hazards continued
	Methods of controlling hazards - work practices; training and education; personal protective equipment (PPE)

Documenting a risk assessment
	Documenting a Risk assessment worksheet
	

	Training and involving staff

Conducting training

Crucial elements of effective training

The culture of the workplace
	Internal training

External training

Elements
	Training and involving staff Worksheet covering topics listed at left.
	


	Topics
	Sub-topics
	Activities/Worksheets

All Worksheets/Tasks are part of the Folio & should be recorded on the Monitor a Safe Workplace – Log of Completed Activities
	Assessment Tasks

Worksheets can be Assessment Tasks at Teachers’ discretion.

	Posttest Crossword
	
	
	Assessment Item 4

	WorkSafe Smart Move (WA)

or ActSafe (ACT
	
	
	Assessment Item 5 (See Assessment Item 1 and Worksafe Smart Move web link activity)

Complete Certificate/s

	Additional Topics
	
	
	

	Discussion forums using MyClasses
	
	Activities – Questions for discussion 
	

	The Ideal Office 
	
	CD:  Officewise Office Safety A guide to health and safety in the office

Activities – The Ideal Office

Including a PowerPoint Presentation
	

	Bullying in the Workplace
	
	Speaker 

Extract from book 

Group Discussion/Written summaries of discussion or discussion forum using MyClasses
	


Note:  Many of these activities develop word processing skills.  They involve following written instructions and worksheets, and may be undertaken on an individual, group or class basis.


