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To be used when seeking approval from the Department of State Development, Business and Innovation for students aged 14 who wish to undertake work experience in factories, and for high-risk industries that have been declared to be classes of employment where there is higher than usual possibility of students being exposed to the risk of physical injury. 
1. School to complete 
Student name: Tom Leung




Date of Birth: 21/02/2000
Name and address of school   Hometown Secondary College, Bankstown Road, Sherwood                      Postcode  3001

School Telephone  1234 5678

Principal  Ms Anna Graham
Work Experience Coordinator  Mr Carl Bruckner

Employer (business name)  Happy View Aged Care Home       
 Telephone  2345 6789
Email  carl.bruckner@happyview.com.au                                                    Fax    2345 6756
Business address  33 Princes Highway, Hometown

Proposed type(s) of work experience activity  Assisting with routine and planned activities e.g. serving food and drink to residents; other interaction with residents including talking, reading, board games;  some moving of items (e.g. arranging chairs and small tables).
Proposed dates of work experience  Every Thursday afternoon from 2:00pm-3:30pm from 05/07/2014 to 30/08/2014
Reasons for undertaking work experience activity  Part of school curriculum – e.g. VCAL, part of VELs e.g. Interpersonal Development, or Civics and Citizenship
2. Employer to complete

OPTION 1: If your organisation has an existing OHS plan which describes how the OHS management system elements in table 2.1 are managed, please attach a copy of this plan to this form and then complete table 2.2

OR
OPTION 2: Please provide a brief description in table 2.1 of how you manage OHS at the location where the student work experience activity will occur, including your OHS induction and supervision arrangements. Please also complete table 2.2.
TABLE 2.1
	OHS management system element


	Brief description of how your organisation manages this OHS management system element 

	OHS induction (including your site emergency management plan) 
	All new staff, contractors and visitors are provided with a full induction on their first day by the person who will be their primary supervisor.  

	Supervision arrangements


	The student will have different supervisors because of our shift arrangements. All supervisors have been instructed in required task-specific risk controls.   

	Nominated OHS roles and responsibilities
	We have two elected health and safety representatives and our Shift Managers act as management representatives in OHS matters.

	Consultation and communication


	We have an OHS committee and clear procedures for consultation, communication and resolving OHS issues. 

	Hazard inspection


	OHS committee members have been trained in hazard inspection and carry out formal hazard inspections each month with Health and Safety Representative involvement. 

	Incident, near miss and hazard reporting
	Staff have been briefed in the need to report incidents, near misses and hazards without delay. We have a procedure to facilitate prompt reporting and appropriate corrective action.


TABLE 2.2
	Activities the student is likely to carry out while on placement
	Hazards and potential risks associated with the activity
	Proposed action to control risks (note the most effective risk controls first)
	Training, instruction and/or supervision required for this activity

	Walking with elderly residents in aged care home and grounds

	Slips, trips or falls (e.g. slipping on floors if spills are not cleaned immediately, tripping over objects left on floor e.g. walking sticks)


	· Non-slip floor mats have been installed in all uncarpeted areas
· Floors are cleaned daily and spills must be reported immediately to enable prompt clean-up
· Signs are used to warn of temporarily slippery surfaces

· Regular inspections and maintenance of floor and ground surfaces
· Student will be required to wear shoes with non-slip soles while on placement

	Student will be informed of potential hazards at induction and will be provided with a walk-through to demonstrate potential hazards before undertaking any placement activity.
Instruction will include how to clean the spills if appropriate (e.g. water spills can be cleaned by the student but staff must be called if body fluids or chemicals require cleaning up).

	Reading to residents


	Verbal or physical abuse from residents who may become confused, agitated and/or violent
	· Student will not be situated in close proximity to, or have direct contact with, any residents with a history of behavioural problems
· Student will be closely supervised at all times 

	Student will be instructed in the procedure for summoning aid if a resident appears to require medical or other assistance at any time.

	Serving food and drink to residents

	Burns to students (or residents) 
	· Food is not served to residents at temperatures which could result in scalds or burns
· Students will not be asked (or permitted) to assist in kitchen


	Induction includes details of emergency and first aid procedures.

	Fetch and carry items
Manual handling (bending, reaching,                  stretching, pulling, lifting and carrying heavy items, repetitive motions) 


	Sprains and strains
	· Assess all proposed tasks to ensure no manual handling which may present significant risk is undertaken by student 

· Where manual handling tasks have existing risk assessments and controls, the student will be shown how to complete the task safely

· Mechanical aids (e.g. trolleys) will be used to transport loads where practicable  

· Schedule regular breaks for repetitive tasks; share loads (tasks requiring team lifts have been identified)  
· All staff are trained and competent in safe manual handling techniques

	Student will be instructed in safe manual handling and risk control measures (e.g. trolleys) will be explained for tasks which have risk assessments.

Other tasks will be assessed by the supervisor and discussed with the student prior to commencing them.
NOTE:  Student will not be asked (or permitted) to handle residents, e.g. assisting them in/out of chairs or beds. Task instruction will stress that only trained staff may undertake resident/patient handling.


	Travelling by car with host in the course of the placement
	Risk of injury if involved in a road accident
	· Assess nature of required travel to ensure purpose, timing and locations are appropriate and safe for the student to accompany driver 

· Ensure driver holds appropriate licence for vehicle and that vehicle is roadworthy
· Ensure consent is obtained from parent/guardian prior to placement

	No activity-specific training is required.
Drivers will be instructed in their supervisory accountabilities. The student will be accompanied at all times when away from the primary work location.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employer’s name _________________________________________   Signature   __________________________________________   Date        /        /       
Principal’s name __________________________________________  Signature  __________________________________________    Date         /        /       
Parent or guardian’s name __________________________________  Signature  __________________________________________    Date        /        /
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