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INSTRUCTIONS


The assignment is to be typed into a single Word document.


Formatting of text in answers DOES matter.


The Assignment is to be presented in hardcopy inside a plastic sleeve with a cover sheet showing your name plus course, subject and assignment name AND this marking sheet.


Use Header and Footers in the assignment.  The Header is to show your name, and the footer to show the page numbers (Page 1 of 8 format) .


Include a Table of Contents.


Include any attachments of relevant information. 


Email a copy of the assignment to your tutor, and a courtesy copy to the Occupational Health and Safety person at Longbeach Place.


Keep a copy of the assignment for your records 





Task 1





Research the purposes, objects and principles of health and safety protection from the 2004 Victorian Occupational Health and Safety Act. Include these in your assignment as well as the URL of the Act site.


Research the Occupational Health and Safety procedures at your workplace or place of study - include any risk assessment procedures that are followed, any work procedures and instructions that are displayed, instructions in case of an emergency, to whom risks are reported, and how are they reported (Verbally? Written?)


Identify occupational health and safety issues at your workplace or place of study. 





Carry out a safety audit of a room or work area in your workplace or place of study.  Detail both good and bad features of the audit. (You could use a workplace assessment checklist)


Detail at least ten (10) Occupational Health and Safety Hazards that may be evident or unseen in this location.


Taking the ten hazards identified draw up a table detailing how these hazards may be eliminated or at least minimised.


Create 2 flyers that could be distributed to employees and clients outlining workplace instructions and procedures for assessing and controlling risks





�
Task 2





You are working as a Supervisor in a small IT firm who are contracted to several companies to provide IT support in software, hardware, networking and training as required.  A new employee starts at the company who has been hired to work as a support to the field officers who provide the support to the clients.


Draw up a checklist of topics to be covered in an induction program.


Include items such as:


OH&S policies and procedures


Hazards that might relate to the office


Accident prevention policies and reporting


Anything else you may think is appropriate based on your understanding of OH&S





Task 3





You are required to advertise in a large company for Occupational Health and Safety Representatives.


Draw up a (minimum) one-page flyer that will advertise the position


The flyer should include responsibilities, duties, selection procedures and reimbursements (if any).








Marking – 1 indicates Competent, 0 indicates Not Yet Competent


ICAITU004C Apply occupational health and safety procedures – Performance Criteria�
�
ICAITU004C/01�
Determine Occupational Health and Safety (OH & S) issues relating to immediate work environment�
1/0�
�
Occupational Health and Safety supervisor is determined. �
�
�
Occupational Health and Safety issues in the immediate workplace are assessed and action to rectify the problem is taken or reported to supervisor�
�
�
ICAITU004C/02�
Document and disseminate Occupational Health and Safety requirements�
1/0�
�
Information relating to Occupational Health and Safety regulations and requirements are obtained.�
�
�
OH&S regulations impacting upon the Information Technology client area are determined and documented.�
�
�
Documents are submitted to supervisor for verification. �
�
�
Occupational Health and Safety documents are provided to all work stations. �
�
�
ICAITU004C/03�
Provide basic ergonomic advice�
1/0�
�
Ergonomic requirements of clients are assessed�
�
�
Advice is provided to clients based on vendor requirements, workplace policies and the latest OH&S information�
�
�
Advice is documented and passed on to client and supervisor �
�
�
�



BSBCMN211AA Participate in workplace safety procedures – Performance Criteria�
�
BSBCMN211A/01�
Follow workplace procedures for hazard identification and risk control�
1/0�
�
Hazards in the work area are recognised and reported to designated personnel according to workplace procedures   �
�
�
Workplace procedures and work instructions for assessing and controlling risks are followed accurately  �
�
�
BSBCMN211A/02�
Contribute to Occupational Health & Safety in the workplace�
�
Occupational Health and Safety issues are raised with designated personnel in accordance with workplace procedures and relevant Occupational Health and Safety legislation   �
�
�
Contributions to participative arrangements for Occupational Health and Safety management in the workplace are made within organisational procedures and the scope of responsibilities and competencies  �
�
�
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