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Introduction to the Unit


Expected outcomes:


This unit of competency deals with the skills and knowledge required to follow health, safety and security procedures within a range of tourism and hospitality areas





Unit Aims


The broad aims for this unit are to be able to:


Follow workplace procedures for health, safety and security.


Deal with emergency situations


Maintain safe personal presentation standards


Provide feedback on health, safety and security





Aspects of assessment


Evidence of the following is critical:


Understanding of the responsibilities of employees in relation to insurance and liability requirements.


Understanding of the obligations of employers and employees in relation to relevant State occupational health and safety legislation.


Knowledge of commonly found health, safety and security procedures in tourism and hospitality workplaces. 


Safe work practices relevant to individual job roles and responsibilities.


Knowledge of major causes of workplace accidents related to the work environment.








�
_________________________________________


Assessment





In order to found competent in this unit you must competently complete all of the following Assessment tasks:





Method of Assessment�
Due date�
Length, timeline or brief guidelines�
�
Workplace Training Resource Book 


�
�
Completion of all exercises 


�
�
Written Report/ Interview�
�
All questions to be addressed





�
�












Plagiarism





Plagiarism is a form of cheating. It is taking and using someone else's thoughts, writings or inventions and representing them as your own.





Plagiarism is a serious act and may result in a participants’ exclusion from a module or a course. When you have any doubts about including the work of other authors in your assessments, please consult with your facilitator. 


�The following list outlines some of the activities for which a participant can be accused of plagiarism: 


Presenting any work by another individual as one's own unintentionally 


Handing in assessments markedly similar to or copied from another student. 


Presenting the work of another individual or group as their own work. 


Handing up assessments without the adequate acknowledgement of sources used, including assessments taken totally or in part from the internet. 





What about Copyright?


You must be careful when copying the work of others. The owner of the material may take legal action against you if the owner's copyright has been infringed.


You are allowed to do a certain amount of copying for research or study purposes. Generally, 10% or one chapter of a book is acceptable, where the participant is studying with, or employed by, an educational institution.








�



Assessment Cover Sheet





Name:�
�
Course Name:�
�
Employer:�
�
Postal Address:


�
�
Unit Code(s)/Name(s):








�
�
Date of Posting:


�
�



Declaration�
�
I declare that:


No part of this assessment has been copied from another person’s work, except where documents or work is listed/referenced


No part of this assessment has been written for me by another person


�
�
Signed:�
�
Date:�
�






Please contact me at the following email address to confirm my assessment has been received:





………………………………………………………………………………………………………





Please post assessment to:





Anne Blight – 


Program Co-ordinator





Longbeach PLACE Inc.


Postal address: PO Box 159, CHELSEA VIC 3196


Location: 15 Chelsea Road, CHELSEA





�






Written Report/Interview





Purpose of the task:





The purpose of the written report and questioning is to provide your underpinning knowledge required to follow health, safety and security procedures within a range of tourism and hospitality workplaces.








Short answer questions: 


use a few words or short sentences for your response.


List 4 employer responsibilities under Occupational Health and Safety legislation:


 ………………………………………………………………………………..……………………..……


 ………………………………………………………………………………………………………..…...


 ………………………………………………………………………………………………………………


 …………………………………………………………………………………………………………….…


List 3 types of penalties that can be imposed on employers for failing to provide a safe workplace:


…………………………………………………………………………………………………………..…..


…………………………………………………………………………………………………………..……


…………………………………………………………………………………………………………..…..


List 4 employer responsibilities under the Occupational Health & Safety Act:


 …………………………………………………………………………………………………..………


 …………………………………………………………………………………………………………..


 ………………………………………………………………………………………………………….…


 …………………………………………………………………………………………………………..…


Describe 4 employee responsibilities under Occupational Health & Safety legislation:


 ……………………………………………………………………………………………………………..……


 ………………………………………………………………………………………………………………...


 ……………………………………………………………………………………………………….…………


 …………………………………………………………………………………………………………………


Give 3 examples of breach of health, safety and security procedures:


 …………………………………………………………………………………………………………………


 ……………………………………………………………………………………………………….………...


 …………………………………………………………………………………………………………………..





Identify4 reasons that workplace accidents occur:


 ……………………………………………………………………………………………………………..……


 ………………………………………………………………………………………………………………...


 ……………………………………………………………………………………………………….…………


 …………………………………………………………………………………………………………………





List 3 methods of identifying health, safety and security issues in the workplace:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………….……….…………………………………………………………………………………………………………………………………………….


………………………………………………………………………………………………………..……………………………………………………………………………………………………………………………………………………..


Define an “emergency”:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Provide 4 examples of an “emergency situation”:


 ……………………………………………………………………………………………………………..……


 ………………………………………………………………………………………………………………...


 ……………………………………………………………………………………………………….…………


 …………………………………………………………………………………………………………………





Describe 3 tell-tale signs of suspicious characters:


 ……………………………………………………………………………………………………………..……


 ………………………………………………………………………………………………………………...


 ……………………………………………………………………………………………………….…………





Define a “hazard” giving one example of a “visible hazard”  and of a “hidden hazard”:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Explain why the Occupational Health and Safety Act has been put in place:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Explain why all accidents must be reported:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


 List 5 recommended personal grooming and hygiene practices for hospitality industry workers:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………….……….…………………………………………………………………………………………………………………………………………….


……………………………………………………………………………………………………….……….…………………………………………………………………………………………………………………………………………….


……………………………………………………………………………………………………….……….…………………………………………………………………………………………………………………………………………….


�



 Explain why:


Loose fitting and flowing clothing should be avoided in the workplace:


…………….……………………………………………………………………………………………………………………………………………………………………………………….…


Waiters and bar staff should not wear open footwear:


…………….……………………………………………………………………………………………………………………………………………………………………………………….…


Long hair should be tied back and/or hair net worn:


…………….……………………………………………………………………………………………………………………………………………………………………………………….…





Please read the questions carefully and circle one response:





Taking effective action in an emergency comes naturally: 


True


False





It is an offence to wear food preparation cloths to and from work:


True


False





 All accidents must be reported to the appropriate person: 


True


False





�
Check List 


EXERCISE�
�
Candidate name:�
�
�
Assessor name:�
�
�
Unit of competency:�
�
�
Workplace:�
�
�
Date of assessment:�
�
�
�
Yes�
No�
N/A�
�
Through the exercises completed, did the candidate satisfactorily:�
�
�
�
�
Follow health, safety and security procedures�
(�
(�
(�
�
Identify and report breaches�
(�
(�
(�
�
Report suspicious behaviour�
(�
(�
(�
�
Recognise emergency situations and take action�
(�
(�
(�
�
Follow emergency procedures�
(�
(�
(�
�
Seek assistance in an emergency�
(�
(�
(�
�
Report details of incidents and/or accidents�
(�
(�
(�
�
Ensure appropriate personal presentation�
(�
(�
(�
�
Identify health, safety and security issues�
(�
(�
(�
�
Raise safety issues�
(�
(�
(�
�
Identify individual employees responsibilities regarding liability and insurance �
(�
(�
(�
�
Identify employer and employee responsibilities regarding a safe workplace according to State legislation�
(�
(�
(�
�
Identify commonly found health, safety and security procedures in hospitality and tourism �
(�
(�
(�
�
Observe safe work practices relevant to individual job roles and responsibilities�
(�
(�
(�
�
Recognise major causes of workplace accidents related to the work environment�
(�
(�
(�
�



Feedback to candidate:














�
�
The candidate’s overall performance was:


Satisfactory	(	Not Satisfactory		(


�
�
Candidate signature:


�
�
Assessor signature:


�
�



�



Submission of assessments





How to lodge assessments


Presentation of any written assessments is important. Remember, you are trying to convince your assessor of your competency. Your written assessment or recognition portfolio should:


be typed or hand written (legibly!)


have an assessment cover page


have a contents list (if appropriate)


have headings (if appropriate)


give clear references (if external information sources are used) 


Assessments should be provided stapled or clipped – not in a plastic sleeve or presentation folder (even though these look professional) as we cannot undertake to return all your assessments – some assessment items are retained for audit purposes as a part of our quality assurance commitment.


For the above reasons it is also important to keep a copy of your assessments in case they are lost in transit. All assessment tasks arriving with a completed email address on the cover sheet will be acknowledged on the day of receipt.


Written work


Assessment Projects are common assessment items used to measure participants’ understanding. A good project should:


focus on the set tasks 


show that you have researched the topic thoroughly 


cover the topic in a logical, structured manner 


be written in simple, clear language 


be well presented with correct grammar, punctuation and referencing (if appropriate) 


Return of assessments





Assessments should be returned to:





Insert: name and position





Longbeach PLACE Inc.


Postal address: PO Box 159, CHELSEA VIC 3196


Location: 15 Chelsea Road, CHELSEA


Phone: (03) 9776 1396


Fax: (03) 9776 1174


Email: admin@longbeachplace.org.au 
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