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	Watch the short (7 minute) video – What is workplace bullying – Fair Work Australia and answer the questions below.
Weblink: What is workplace bullying?– Fair Work Australia
https://www.fwc.gov.au/disputes-at-work/anti-bullying#field-content-2-heading

1. What are the two criteria for defining workplace bullying?
a)
b)

2. List four examples of unreasonable behaviour for the workplace.
a)
b)
c)
d)

3. List three other people besides employers and employees who are included in your workplace anti-bullying policies. 
a)
b)
c)

4. List five examples of reasonable management actions, which do not constitute bullying behaviour.
a)
b)
c)
d)
e)

5. List three ways bullying can be dealt with at work.
a)
b)
c)

Open the link below to read through the anti-discrimination laws.
Weblink: Legislation
https://humanrights.gov.au/our-work/legal/legislation
6. List four laws that make it illegal to discriminate against people in the workplace.
a)
b)
c)
d)
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	Seat yourself at the workstation you usually use or are seated at while completing this training.
Perform each action in the following checklist and tick the box.
	1. Adjust the chair height so your elbows are at 90 degrees to the top of the desk.
	

	2. Adjust the chair back support, so your back is straight. 
	

	3. Check your feet are sitting flat on the floor (use a footstool if necessary).
	

	4. Position your monitor so it is at about arm’s length distance.
	

	5. Raise the monitor so the top of the monitor is level with your eyes.
	

	6. Position the monitor directly in front of your chair.
	

	7. Position the keyboard and mouse where your hands comfortably sit.
	

	8. Position any items on your desk you commonly use within easy reach.
	

	9. Complete the four exercises while sitting at your desk.
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	1. Watch the short YouTube video – Emergency exit and evacuation safety training video.
Web link: Emergency exit and evacuation safety training video.
https://www.youtube.com/watch?v=TFGDJwwziAU

2. Read through the Safe work Australia – Emergency Plan Fact sheet to see what Safe Work Australia recommend should be included in an emergency procedure.
 Web link: Emergency Plans Fact Sheet (Safe work Australia)
https://www.safeworkaustralia.gov.au/system/files/documents/1702/emergency_plans_fact_sheet.pdf

3. Now locate your workplace WHS Emergency Incident procedure and check against the following dot points:
· names and contact details of the fire wardens, WHS officers and key personnel
· the alarm system, emergency warning and intercommunication system used in the building
· contact details for local emergency services e.g. fire brigade, police, ambulance
· actions that employees are required to take in response to alarms
· evacuation route/s to be taken
· evacuation procedures including arrangements to assist any hearing, vision or mobility impaired people
· map of assembly area or designated alternative areas which provide a safe refuge internally or externally
· how the end of the evacuation will be signalled
· what is required at the completion of the evacuation
· reporting notifiable incidents.
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	1. Locate and read through the WHS Emergency Procedure for your workplace.
2. Locate the following emergency plans in your workplace and tick when you have located and read them.
	
	Emergency information
	Located & read


	1
	WHS emergency procedure/plan
	

	2
	Fire extinguisher 
	

	3
	Map of evacuation plan
	

	4
	Map of safe assembly area
	

	5
	Contact details of the local emergency services for:
· Fire brigade
· Ambulance
· Police station
	

	
	Workplace fire warden name and contact number
	

	
	First aid kit
	

	
	Heart defibrillator
	

	
	COVID safety policy
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	Read through the Duties under WHS laws, from Safe work Australia.
Web link: Duties under WHS laws – Safe Work Australia
https://www.safeworkaustralia.gov.au/law-and-regulation/duties-under-whs-laws

List at least four examples of the following duty holders.

	Duty holder
	Example

	PCBU
	a)
b)
c)
d)


	Officer
	a)
b)
c)
d)


	Workers
	a)
b)
c)
d)


	Other
	a)
b)
c)
d)
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	Read through the OHS Risk Management procedure – DET
Web link: OHS risk management procedure – DET
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/ohsriskmgt.aspx
List the actions to be taken if the risk is classified as:
	Description of risk          Actions

	Extreme
	



	High
	



	Medium
	



	Low
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	1. Read through the Contractor Hazard identification and control guide, produced by DET.
Web link: Contractor hazard identification and control guide – DET
https://www.education.vic.gov.au/hrweb/Documents/OHS/contractorhazardidcontrol.docx
2. Complete the table below. 
· List 3 causes of the following hazards in your own workplace.
· List 3 strategies you can use to control these hazards.
	Hazard
	Causes
	Risk control measure

	Manual handling
	



	

	Contact with chemicals
	



	

	Struck by objects
	



	

	Slips, trips and falls



	
	

	Emergency management evacuation
	



	



3. Notify your HSR of any hazards that may need to be controlled.


Since the COVID pandemic began in 2020, every workplace has had to adjust its WHS procedures to protect workers and the public from the airborne disease.


4. Locate and read through the COVID safety plan for your workplace.
· What Personal protective equipment (PPE) is required in your workplace?



· How are physical distancing rules applied in your workplace?



· List four ways your workplace has adapted to ensure you are following COVID safety regulations.





Learning Activity 8 
	Learning Activity 8

	Read through Work Safe Victoria’s – Report an incident and answer the questions below.
Web link: Report an incident – Work Safe Victoria
https://www.worksafe.vic.gov.au/report-incident

1. Note the seven dot points for reporting an incident.




Download the Criteria for reportable incidents
2. List 4 criteria which require a workplace incident report to be sent to Work Safe Victoria.
a.  
b. 
c. 
d. 

3. Download the Incident notification form and compare with your workplace incident report.
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	Answer the following questions.
1. Who is the HSR in your workplace/team? 
2. How do you contact them? 
3. List three ways you can report a WHS issue in your own workplace.
a)
b) 
c) 

4. Conduct a WHS inspection of your current workplace. 
Download Appendix C – Office safety checklist from Worksafe Victoria, pg 72 – 88

Web link: Office Safety Checklist – Worksafe Victoria
https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Officewise-guide-to-health-and-safety-in-the-office-2006-01.pdf

Select five of the areas from the list below and complete the safety checklist for these areas in your own workplace. 

Use the checklists provided to identify (tick) if the hazard exists in your workplace and recommend a way to control the risk.
· Office layout
· Workstations
· Job design
· Workload and tasks
· Lighting
· Manual handling
· Noise
· Indoor air quality
· Radiation
· Storage, housekeeping, cleanliness and cleaning methods
· Floors and stairs
· Computers copying and other equipment
· Hazardous substances
· Personal protective equipment.
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	Think about how your manager implemented the WHS measures to work safely at home or at work during the COVID 19 pandemic. Discuss the following with a colleague or classmate.

1. How were you consulted about possible working from home options?


2. What new WHS procedures were developed?


3. How was this new safety information disseminated across the staff?
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	1. Name three internal people or groups in your organisation who can assist you when raising WHS issues in your workplace?
a)
b)
c)

2. Name three external organisations who are available to assist you when raising WHS issues in your workplace?
a)
b)
c)

Refer back to the hazards you identified in your own workplace earlier. 
3. Using the hierarchy of control, which control strategy did you use to control these risks?




4. Read the below scenario, then answer the questions.
Scenario:
Everybody has various tolerance levels to noise. Think about the noise level in your office or workplace. E.g. equipment noise, conversations between colleagues, music, background road noises, proximity to lunchroom etc. 



· How does the noise level impact your work/concentration etc. 

· Using the hierarchy of control system, suggest two ways you could reduce noise in your workplace via:
a) elimination    

b) engineering   

c) PPE                  


5. What are three ways you could manage high job demands in your workplace, in order to prevent injury?
a)
b)
c)

6. Which of the VPS values closely relates to building and maintaining  healthy workplace relationships?






