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The Occupational Health and Safety Preparation Program marks the beginning of a series of activities you will undertake at school to prepare for your Work Experience. 

The activities scheduled will hopefully be interesting, stimulating and fun and are designed to get you thinking about your work experience and the potential workplace hazards that may occur in everyday work situations. 

The  safe@work, website is part of a health and safety resource package for secondary school students undertaking work experience and structured workplace learning. 

This resource is designed to help you improve your knowledge and understanding of occupational health and safety matters before you go to a work place. It will help you understand occupational health and safety hazards and laws, and offers practical solutions to some common health and safety problems. 

Employers provide students with valuable opportunities to gain experience in the work place. It is important to understand that employers have responsibilities towards you, and that you also have responsibilities towards them. 

safe@work consists of:

	General Module

	The General Module is designed for secondary students who undertake workplace-learning programs, for example, work experience. The module will introduce important facts about health and safety laws and common hazards. Students should complete the General Module before moving on to complete any of the industry modules.

Students undertaking structured workplace learning are required to complete the appropriate OHS module from their VET qualification before commencing a work placement. The material on this website may be used to support the delivery of OHS material for students undertaking structured workplace learning.


Industry Modules 

Each of the industry modules contains more detailed information on the main hazards specific to each industry. The fourteen industry modules are:

· Automotive 

· Building and Construction 
· Health and Community Services
· Electrical and Electronics 
· Hairdressing 
· Hospitality and Tourism
· Manufacturing
· Metals and Engineering
· Office and Business Services

· Painting 

· Plumbing 
· Primary Industry 
· Retail

· Veterinary

The industry modules can also be completed at any time if they become relevant to your part-time work.

	Review Module
	
	

	The Review Module allows secondary school students to refresh their memory if twelve months has elapsed after completing the General Module.   It is compulsory to complete the Review Module before undertaking further work experience. 


Multiple-Choice Tests 

There are separate tests for the General Module and each industry module. Each module contains several sections. You should work through a module, reading and studying the information, before you attempt a self-marking multiple-choice test.  The Online test needs to be completed under test conditions, your teacher must supervise it and you must not use notes or research material. 

Before you start the questions, it is important to type your name and the name of the school on the computer screen exactly as you want it to appear on your Award of Attainment. We ask you to provide these details so that you can be issued with the Award of Attainment.

safe@work Award of Attainment 

There are Awards of Attainment for the General Module and each industry module that can be printed out when you answer at least 12 out of 16 questions correctly.

The Awards of Attainment recognise your understanding of basic occupational health and safety information and can be kept in your portfolio once signed by the school.

Resources 

The activity sheets can be printed from the Internet or the CD Rom. Some activities are designed to complete in class with your teacher, others you can complete by yourself. 

Links 

Direct links are provided to some relevant resources on WorkSafe Victoria's Internet site, and also to other Internet sites with occupational health and safety information and activities. 
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This booklet has been designed to be used as an in class resource where you can complete short answer questions, activity sheets, homework tasks and record discussion material for later reference.   Many of the tasks are designed for you to work with a partner in this way you can complete the tasks more thoroughly.  It is to your benefit to ensure that you actively participate in all the classes. 

Session 1: 
General Module 

Topics: 

· Introducing the safe@work - General Module and its use for work experience students. 

· Introducing Health and Safety Responsibilities as presented in the safe@work - General Module 

· Identifying the three ThinkSafe Steps 

· Understanding the concept of Duty of Care and its application to the world of work.

Dictionary Words

See if you can record the correct meaning for each of these phrases. 

Occupational Health and Safety

Duty of Care

S.A.M. Principles

Principles of Duty of Care
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Key Points 

There are three Key Points in this Topic.  List these below

1._____________________________________________________

2._____________________________________________________

3._____________________________________________________

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 1  Completed:_______________________________________

Teacher Signature:__________________________________________

Session 2: 
General Module 

Topics 

· Manual Handling 

· Hazardous Substances and Dangerous Goods

· Noise

Dictionary Words

See if you can record the correct meaning for each of these words: 

· Hazard 

· Hazard management
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Key Points 

Using your copy of the General Module locate the seven Key Points for these topics and record them here. 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 2 Completed:___________________________________________

Teacher Signature:_____________________________________________

Session 3:
  General Module 

Topic 

· Electricity

· Mechanical Equipment 

· Personal Safety 

· Personal Protective Equipment PPE 

Dictionary Words 

The following dictionary words and their meanings have been provided for you as you will need them to help you complete the activities. 

· hazards:  can involve both electrical installations and electrical plant.

· Electrical installations:  any electrical wiring, accessory, consuming device, control or protective gear, or other equipment associated with wiring situated in or on a workplace. 

· Electrical plant:  means any plant (machinery, equipment, appliance, implement or tool and any component, fitting, connection, mounting or accessory) that consumes, converts or generates electricity. 

· Electric shock: occurs when a person becomes part of an electrical circuit and the current flows through their body.  

· Electrocution: a fatal electrical shock to the body. 

· Electrical accidents : can occur as a result from equipment becoming ‘live’ due to electrical faults, lack of maintenance, or short circuit. 

· Workplace Stress: can occur when people feel powerless to act in a given situation. 

· Workplace harassment: is an action, incident or pattern of behaviour that harms, injures or upsets another person. It includes situations where employees and other people are threatened, bullied, attacked, hit or pushed.

· PPE: refers to personal protective equipment.  Personal Protective equipment such as hard hats, safety glasses and hearing protection should only be used when other measures of control are not practical.  Efforts to remove health and safety risks using elimination, engineering and administrative controls should continue.

Key Points 
There are five key points in this topic.  Locate them in the General Module and record them below.
1.__________________________________________________________

2.__________________________________________________________

3.__________________________________________________________

4.__________________________________________________________

5.__________________________________________________________

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 3 Completed:___________________________________________

Teacher Signature: ______________________________________________

Session 4 General Module 

Topic 

· Dealing with Emergency 

· Health and Safety Laws

· Duties of Employers

· Duties of Employees

Dictionary of Words

Write down a definition for OH&S

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Key Points 

There are four Key Points for this topic;  record these below. 

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 4 Completed:___________________________________________

Teacher Signature:_____________________________________________

Session 5:  General Module 

Topic 

· The Role of Work Safe Inspectors

· Resolving Health and Safety Problems

· The Right to Refuse Work
Dictionary Words 

These dictionary words will assist you to complete the activities for this session.

legislation – covers the OH&S Act and Healthy and Safety Regulations 

WorkSafe Inspectors – employed by WorkSafe; a government department to ensure that workplaces meet the necessary OH&S standards. 

improvement notice – a written direction issued by the inspector to improve or fix a health and safety problem in the workplace. 

prohibition notice  – means a written directive to stop at once an activity that the inspector thinks many cause immediate serious harm 

Key Points 

There are two Key Points for this topic;  record these below. 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 5 Completed:___________________________________________

Teacher Signature:_____________________________________________

Session 6 General Module 

Topic 

· General  Module Test   

Use the following space to revise the Key points presented in this module before attempting the General Module Test.  The General Module test must be taken under teacher supervision and under test conditions.  Do not use your workbook to assist you.   You may wish to complete another sample test before attempting the final test.  Remember you need to achieve 12 out of 16 questions correctly to generate an Award of Attainment. 

Activities

Complete the classroom activities using the space provided below. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Homework Tasks 

Complete your homework tasks using this space. 

______________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Session 6 Completed:________________________________________

General Module Award of Attainment achieved:___________________________________________________

Teacher Signature:___________________________________________
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