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Fostering the next generation of creative and 
passionate leaders in hospitality, tourism and 
commercial cookery.   

William Blue is one of Australia’s most respected and 
recognised hospitality colleges, and has built great 
relationships over the years within this vibrant and 
global industry.

This means we’re able to offer you a unique learning 
experience: we look after your needs as a student, 
and  also align ourselves with the industry’s 
requirements to employ highly trained and motivated 
people with practical experience who are passionate 
about what they do. Our course offerings are 
flexible and we’ve designed a learning structure that 
accommodates several entry and exit points in our 
academic and training pathways. We know that life 
can be busy, so we’ve made sure students have the 
option to attend class in person or virtually, where 
possible, through our online learning portal.

Industry experience is also a part of every course 
we offer, so that our students gain the hands-on 
experience they need – you get exposure to the 
industry and have opportunities to work, travel and 
build your skills as your career develops.

For students leaving high school, we’ve created our 
Early Entry Program so students can apply for one 
of our courses before their ATAR results have been 
released. We also have full scholarship opportunities 
for those passionate individuals who want to launch 
their global career.

WILLIAM BLUE

Degree’s and Diploma’s in:

 Hospitality Management 

 Culinary Management    
 (Commercial Cookery)

 Tourism Management

Find out more at williamblue.edu.au

williamblue.edu.au
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THE STUDENT:

 » demonstrates an understanding of work health 
and safety (WHS) compliance, participation and 
consultation in the hospitality industry

 » explains workplace policy, procedures and 
practices that ensure the safety of the hospitality 
worker and their colleagues and customers

 » describes security policy and procedures for a 
hospitality work environment

 » applies risk management in a hospitality 
workplace

 » proposes appropriate responses to emergency 
situations.

ASSOCIATED UNIT OF COMPETENCY

The scope of learning for the HSC must be read 
and delivered in conjunction with the following 
associated unit of competency:

 » SITXWHS001 Participate in safe work practices

The unit descriptor, elements and critical aspects for 
assessment for the unit of competency are provided 
below.

 » SITXWHS001 Participate in safe work practices

OUTCOMES
DESCRIPTOR 

This unit describes the performance outcomes, 
skills and knowledge required to incorporate safe 
work practices into all work activities. It requires 
the ability to follow predetermined health, safety 
and security procedures and to participate in 
organisational work health and safety management 
practices.

ELEMENTS

1. Work safely

2. Follow procedures for emergency situations

3. Participate in organisational work health and 
safety practices.

EMPLOYABILITY SKILLS

The following employability skills have been 
considered in the development of the scope of 
learning for the HSC:

 » communication

 » teamwork

 » learning

 » problem-solving

 » planning and organising

The material has been produced by William Blue College of Hospitality Management for the purposes of revising for the HSC Hospitality examination, and in no 
way represents the entire HSC curriculum. Students are advised to check with their teacher or the NSW Education Standards Authority (NESA) regarding the exact 
details of the course being studied since these can vary  year on year & between individual schools. No legal liability will be accepted for inaccurate information. 
William Blue College of Hospitality Management at Torrens University Australia is a trading name of Torrens University Australia Ltd, ABN 99 154 937 005, CRICOS 
Provider Code: 03389E. Date of publication: September 2018.



4

Wherever you work there are risks to employees and 
customers alike. Workplace accidents cost Australia 
millions of dollars, and severe pain, suffering and 
disablement to many workers. You need to be aware 
of any hazards, follow safety procedures in your 
workplace and pro-actively take responsibility for 
ensuring a safe workplace. 

For example, if you see a loose electrical cord in a 
walkway, you should do something about removing 
it. The fact that the government regulates workplace 
health and safety practices and procedures means 
that both operators and employees are obliged by 
law to ensure that the workplace environment is safe 
and fit for its intended use.

WORK HEALTH AND SAFETY

Work health and safety legislation applies to all:

 » Workplaces and workplace activities 

 » Employers, the self-employed, and those in control 
of workplaces

 » Contractors, designers, manufacturers, importers 
and suppliers, erectors and installers

 » People using a workplace (employees, customers, 
visiting salespersons etc.).

HEALTH & LEGISLATION IN AUSTRALIA
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LEGISLATION 

Legislation is an act of Parliament that makes 
laws such as the Work Health and Safety Act 
2011, Disability Discrimination Act 1192, and the 
Workplace Relations Act 1996.

REGULATIONS 

Regulations are the rules that deal with certain issues 
in greater detail than are contained in the act, e.g. 
first aid treatment, medical assistance, accident 
reporting and chemical handling. Lifting or manual 
handling are all dealt with under regulations and 
some are industry specific while other regulations 
cover all industries.

THE ACTS

Set principles and  
Philosophy

REGULATIONS

Highlight issues of the Acts

REGULATIONS

Highlight issues of the Acts

AUSTRALIAN STANDARDS

Provide details

CODES OF PRACTICE  

Codes of practice are standards set by the industry 
for the industry. They are minimum standards of work 
practices for occupational health and safety, and the 
employer, employee and visitors on site.  Both State 
and Federal legislation cover Work Health and Safety 
legislation. The law ensures employers provide a safe 
and healthy workplace for their employees. It also 
requires that employees use safe work practices so 
they do not injure themselves or other people.
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There are heavy fines and penalties for both 
employers and employees who fail to observe the 
rules regarding workplace safety. Each State has its 
own law to protect employees. There will be slight 
variations in different States and Territories.  Both 
employers and employees have responsibilities under 
the law to ensure that the workplace is safe.

THE EMPLOYER HAS A RESPONSIBILITY TO:

 » Meet legislative requirements by providing safety 
training and clear safety rules in the workplace. 
Under current legislation, an employer cannot 
penalise an employee or dismiss an employee for 
reporting an occupational health and safety issue.

 » If there are more than 20 employees and they 
wish to have a WHS Committee, the employer 
must agree to this.

 » The aim of a WHS Committee is to consult and 
liaise with the employer on changes that may be 
required to maintain a safe work environment, 
or training requirements to maintain a safe 
workforce. 

 » The employer must also provide a forum for 
employees to raise safety matters for discussion.

 » A WHS Committee should work in partnership 
with management to constantly monitor health 
and safety in the workplace to prevent safety 
problems becoming life threatening.

 » Maintain an injury register. This is compulsory 
in order to forward claims to the insurance 
agency with which the employer has its workers’ 
compensation policy.

 » Employers are responsible for maintaining a 
safe work environment that is covered under 
legislation.

 » Any safety equipment necessary to perform 
specific activities should be provided, e.g. masks, 
goggles and gloves when using chemicals; 
ear protectors if using very noisy equipment; 
protective clothing must be provided in some 
workplaces.

 » First Aid or medical aid should be provided 
when there is an accident or illness at work. This 
includes accidents to or from work, provided the 

accident is not self-inflicted or the result of willful 
behaviour, e.g. breaking the law while driving 
(speeding, running a red light or drunk driving) 
and crossing the road against the don’t walk sign, 
etc.

 » Employees should ensure all workplace agreement 
conditions are carried out or covered. This is 
covered by the Workplace Relations Act of your 
State or Territory.

THE EMPLOYEE HAS A RESPONSIBILITY TO:

 » Work safely by following all safety directions of 
supervisors or managers.

 » Work in a manner that is safe to fellow workers. 
An employee cannot refuse to follow safe work 
practices that have been set up in the workplace, 
e.g. refusal to wear goggles and a mask when 
using corrosive chemicals, like oven cleaners, is to 
behave in a willful and dangerous manner which 
will endanger your health.

 » Report any injury or illness as soon as possible to 
the supervisor or manager.

 » Give workers’ compensation claims to the 
supervisor or manager. Workers’ compensation 
may not be paid if the person was behaving in a 
dangerous manner (serious or willful misconduct), 
if the person broke the law, or the injury was self-
inflicted.

 » Use all safety equipment provided correctly for 
the jobs it is supplied for.

 » Report all faulty equipment and refrain from 
damaging or removing safety guards, etc., on 
equipment employees’ use, or interfering with the 
safe operation of any machinery or equipment 
used at work. 

 » Refrain from interfering with or getting in the way 
of someone who is trying to assist any person who 
may be hurt or in danger.

MANAGEMENT AND EMPLOYEES 
WHS RESPONSIBILITIES
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The law in each State and Territory runs to hundreds 
of pages of information and explanations. In each 
State and Territory the legislation is slightly different, 
but each one has the same message.

THE EMPLOYER 

The employer has a duty of care to provide for the 
health, safety and welfare of employees and visitors. 
There must be safe access to the workplace and 
information, training and supervision on health and 
safety issues. This means that the  
employer must:

 » Train employees to use all equipment safely

 » Provide employees with safety equipment such as 
masks, goggles, gloves and any other equipment 
needed to safely use chemicals and any other 
dangerous goods in the workplace.

 » Provide employees with a well-lit and ventilated 
place of work

 » Ensure all equipment and machinery are safe, well 
maintained and conform to safety standards

THE EMPLOYEE

The employee has a duty of care to cooperate with 
the employer, work and use equipment safely and 
take care of the health and safety of others at the 
place of work. This means that employees must: 

 » Work in a safe manner by following the 
supervisor’s directions and learning how to use all 
equipment correctly

 » Follow all safety directions when using equipment

 » Wear any safety clothing such as masks, goggles 
or gloves when using chemicals (such as oven 
cleaners or any chemicals that may burn or 
produce strong fumes).

 » Refrain from running in work areas or mucking 
around and playing the fool in areas where there 
is dangerous equipment, glass, hot equipment 
or chemical stores. This type of behaviour in the 
workplace could cause an accident to other staff.

DUTY OF CARE DANGEROUS 
EQUIPMENT

Some equipment and tools are more dangerous than 
others, although all machinery, tools and equipment 
have risks if not used correctly. 

Some examples of equipment that require training in 
safe handling practices are:

 » A meat slicer in a kitchen or sandwich area is 
dangerous to use and strip and clean if you do not 
know how

 » Using a chainsaw or any other cutting equipment. 

 » Using floor polishers and cleaners is dangerous if 
you do not know how to do so safely.

INSURANCE

All businesses must have Public Liability Insurance 
and Workers’ compensation.  These cover any 
accidents that may happen to both workers and 
customers.  The cost of this depends on the level of 
risk or potential hazards in a particular workplace.

For example, a large caravan park with a playground 
with rides and a pool will pay more for its insurance 
than a small business with only basic facilities.
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In any workplace, there is an obligation for the 
employer to provide adequate health and first aid 
facilities at the workplace. All employees should be 
informed about first aid.

Facilities will vary depending on the size of the 
organisation and the nature of the work. They may 
include some or all of the following:

 » First aid kits

 » First aid officers

 » A first aid room

 Only qualified people should administer first aid. 
However, everyone should know the basic first aid 
procedures for injuries that can be treated on the 
spot.  Supervisors (or other nominated persons) 
are responsible for deciding on which injuries 
require outside assistance. A first aid kit should be 
an unlockable metal (or plastic) container clearly 
marked First Aid Kit, showing a white cross on a 
green background. 

It must be placed in a prominent easily accessible 
position.

 FIRST AID
LIST OF RECOMMENDED CONTENTS 
FOR A FIRST AID KIT:

 » Gauze pcs 75 mm x 75 mm, sterile pkts of 5 – 20 
pkt

 » Sterile wound dressings - 2

 » Wound dressing, non-adherent, small - 12

 » Wound dressing sterile, non-adherent, large - 3

 » Eye pads, sterile, individually wrapped - 4

 » Cotton bandages, 50 mm - 6

 » Cotton bandages, 75 mm - 6

 » Cotton bandages, 100 mm - 6

 » Triangular bandages (min. width 90 mm) - 6

 » Non-stretch adhesive tape, 25 mm x 2 m rolls - 1

 » Adhesive dressing strips, individually wrapped - 
minimum 100

 » Paracetamol or other analgesic tablets - 24

 » Disposable wound dressing swabs - 25

 » Providene – iodine, 10% solution – 2 x 15 ml

 » Cotton tip applicator – 50

 » Disposable latex gloves – 10 pairs

 » Disposable eye wash (hold at least 30 ml) - 5

 » Scissors - 1

 » Splinter forceps - 1

 » Splinter probe / remover - 1

 » 70% alcohol swabs (ethanol or methanol) for 
instrument disinfection - 25

 » safety pins - 10

 » recording book and pencil for recording injur6y 
and illness - 1

 » first aid instruction leaflet - 1

 » disinfectant cream – tube - 1
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WHAT IS THE COST OF A WORKPLACE 
ILLNESS OR INJURY?

Every year in Australia, hundreds are killed and 
thousands more are injured because of workplace 
illness and injury.  Claims for workers’ compensation 
– (the payment sustained for time off work for an 
injury received on the job) – have grown to nearly 
$10 billion annually.  Besides the financial burden 
there are other costs too.

HUMAN COST

How much is a life worth? Even if it is not fatal, an 
accident can cause permanent injury that will cause 
pain, suffering and financial hardship for the rest of 
someone’s life.

SOCIAL COST

The impact of a workplace injury is not only felt 
by the injured person. A financial burden may fall 
on another member of the family when the injured 
worker can no longer generate the same income. 
Also, depending on the seriousness of the injury, 
family members and fellow workers may suffer long-
term effects requiring counselling.

ECONOMIC COST

Medical and rehabilitation costs, the possible need 
for social security for the injured parties or their 
family, together with loss of normal wages, reduces 
what injured workers and their families have to 
spend, causing a change in lifestyle

WORKPLACE 
RISKS, HAZARDS  
AND EMERGENCIES There are hidden costs as a result of workplace 

injuries, such as the wages of the person replacing 
the injured employee, and the cost of training a new 
person.

Production may cease while staff responds to the 
accident or help the injured person, and downtime 
increases if equipment needs to be replaced or 
repaired as a result of the accident. In the aftermath, 
other employees may need counselling and time off 
work. Insurance costs will go up, in particular the 
premium for workers’ compensation insurance.

IMPORTANT NOTE:

Fines are imposed by the authorities who 
administer the Work Health and Safety Act 
(WHS Act) in your State or Territory. For serious 
offences, heavy fines and even closure of a 
business may occur if the accident is severe 
or fatal. If the accident is the result of an act of 
willful behaviour (done on purpose) by a member 
of staff, that person can also be fined. They may 
also be charged by police if the injury is severe  
or fatal.

ORGANISATIONAL 
COSTS
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Accidents in the workplace take many forms and 
are caused by a range of factors.

FAULTY, INCORRECT OR 
INAPPROPRIATE EQUIPMENT

You should always make sure you have the right 
equipment for the job you are doing and report 
faulty or broken equipment to your supervisor, for 
example, a frayed cord on a power tool.

POORLY PLANNED WORK AREAS

This refers to the following:

 » poor lighting

 » cramped work spaces

 » dangerous storage areas

 » poorly designed work stations

NO STAFF TRAINING

All staff need to be trained so that they can carry 
out their work safely. Ask for help if you have 
never used a specific item of equipment before.

STAFF CARELESS ATTITUDE

Many people think “it won’t happen to them”! 
Accidents and work-related illness can happen 
to anyone. You may get away with being careless 
once or even twice, but then suddenly, the worst 
happens and accidents can be FATAL. It is 
important to pay attention to what you are doing 
and to ask for help if you do not know, or are not 
sure, of how to do a job or use a particular piece 
of equipment. And don’t let time pressures cause 
you to do the job unsafely.

CAUSES OF 
INJURY IN THE 
WORKPLACE

INCORRECT USE OF MATERIALS 
& EQUIPMENT

Examples:

 » Trolleys are for carrying heavy loads of goods, 
not people. 

 » Milk crates are not stepladders. 

Many chemicals such as chlorine, insecticides 
and cleaning products are dangerous and need 
to be handled with great care. Many types of 
equipment such as power tools, hand tools, 
cutting tools, vehicles, are also inherently 
dangerous if not used properly.  The handling of 
electrical equipment is particularly risky in the 
hospitality industry. Make sure that you follow 
instructions and read any relevant manuals or 
manufacturer’s instructions. 

NATURE

Caravan parks are the most susceptible to risk 
caused by natural factors such as storms and 
hail, floods, earthquakes, cyclones and fire. The 
presence of unwelcome wildlife can also lead to 
emergency and injury situations. For example, 
if you worked in a remote park favoured by 
snakes, you need to be able to deal with snake-
bites! Make sure that you know and understand 
emergency procedures for your place of 
work, and follow any instructions if there is an 
emergency.

STRESS

A certain amount of stress keeps us functioning 
as human beings. Without stress we wouldn’t 
even get out of bed in the morning! Excessive 
stress, however, can lead to illness, poor decision 
making and inevitably, accidents. You need to be 
aware of your levels of stress and if you feel that 
they are affecting your work and your health, you 
need to take steps to deal with it.
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HERE ARE SOME COMMON WORKPLACE INJURIES AND THEIR CAUSES:

Burns and scalds
Open flames, hot pipes, steam vents, electricity, 
chemicals, hot equipment, boiling liquids, and 
inattentive staff.

Falls

Slippery floors, incorrect shoes, obstructions in 
doorways, bad lighting, cluttered walkways, carrying 
large loads, cords over floors, loose floor coverings, 
unmarked steps and inattentive staff.

Sprains and strains
Incorrect lifting, heavy loads, falls, using equipment 
incorrectly or any unnatural movement.

Machine injuries, eg. electrical 
shocks;  parts of the body 
caught in machines

Not using safety guards, untrained or inattentive 
staff, not following safety directions or ‘how to 
use’ instructions, faulty equipment or incorrect 
equipment for the job.

Chemical injuries, eg. burns;  
lung damage;  eye damage

Mixing chemicals, incorrect storage, decanting 
incorrectly, not using protective gear, and chemical 
spills.

Cuts and abrasions

Not using safety guards, blunt knives, inattentive 
staff, opening cans or bottles, broken glass, cleaning 
sharp equipment or sharp edges on benches and 
falls.

Poisoning
Drinking incorrectly marked or unmarked chemicals, 
eating contaminated food.
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Throughout your career, you will hear and be 
reminded of your ‘DUTY OF CARE’. This applies to 
every aspect of your job and is the main focus when 
it comes to accident prevention.  You are responsible 
for what happens as a result of your actions.  

USE PROTECTION

 » Use goggles and masks when handling cleaning 
chemicals, adhesives, garden sprays or any other 
chemicals that may have strong fumes that may 
burn your eyes or throat. The effect of these 
fumes is not always obvious at the time. After 
several years, problems may start to show. The 
long-term effects of some of these products may 
even result in permanent disability or death.

 » Use gloves when handling chemicals. Some 
chemicals are corrosive and can cause bad burns. 
Others can cause dermatitis or allergies.

 » You should NEVER lift and pour chemicals from 
a large container into a smaller one. The large 
container may be too heavy and you could spill 
the chemical over yourself and/or anyone standing 
near you. This may cause a very serious burn to 
one or both of you requiring emergency treatment.

 » If you have to transfer chemicals from large 
containers into smaller containers, you should use 
pumps or taps.

 » If you work outside, don’t forget that the sun 
also burns, and in the long term, may cause 
skin cancer. Protective clothing and creams are 
essential.

 » If you use sharp tools or heavy equipment, or if 
you have to walk outside, don’t forget to wear 
footwear that is appropriate for the conditions, 
such as proper work boots.

ACCIDENT 
PREVENTION  
IN THE WORKPLACE

REMEMBER

YOU can be fined under the Work Health and 
Safety Act if you cause a major accident through 
being careless and not following your employer’s 
or supervisor’s legal directions about how to work 
and use equipment safely.  You can be fined if 
your carelessness results in another person being 
hurt or even killed.  However, there are several 
ways to prevent or reduce the risk of injury and 
illness at work.

GOOD STORAGE

Correct storage for all products is essential whether 
they are chemicals, food, beverage or equipment.

 » Heavy items always should be placed on low/
bottom shelves. Lighter items can be placed 
higher.

 » All shelves should be within comfortable reach, 
or safe ladders and steps should be available and 
USED.

 » Shelving should be safe, secure and strong 
enough for the type of goods to be stored on 
them.

 » Chemicals should always be stored in separate 
areas that are well ventilated and well away from 
any major source of heat, because some chemicals 
react to heat and may explode.

 » Always make sure chemicals are labelled clearly, 
and follow the instructions for storage.

 » Be very careful when transferring chemicals into 
other containers and always make sure the new 
container is labelled.
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Important Note:

If you try to repair equipment and cause a major 
or even a minor accident, you are responsible for 
that accident and what happens to the person 
injured. NO ONE wants to be responsible for the 
injury, disability or death of another person.

BAD STORAGE

 » Chemicals should never be stored near food or 
beverages, nor should they be stored near paper 
products. Paper can absorb chemicals and dry. 
If the paper is then used for service of food and 
drink, this can be dangerous for all concerned.

 » Chemicals should never be mixed as this may 
cause an explosion and resulting injury.

MAINTENANCE

 » Do not use faulty equipment. Electric shock is 
still one of the most common causes of injury and 
death in industry.

 » Qualified service people should repair all power 
points and cords. Gas appliances should be 
repaired by licensed gasfitters/plumbers.

 » Safety guards that are broken or missing should 
be replaced immediately.

 » Never try to repair equipment yourself. Remember 
if you are not an electrician, plumber or a qualified 
trade’s person YOU SHOULD NOT DO REPAIR 
WORK on equipment.

LIGHTING

Bad lighting is dangerous, causing people to fall and 
cut themselves or trip over obstacles they cannot 
see. It also causes eyestrain as you try to concentrate 
on what you are doing and this makes your job harder 
and can even cause permanent damage. If there is 
poor lighting in the work area, it is important to look 
at how it can be improved.

 » You may need to talk to your supervisor and 
ask for higher wattage bulbs or even more light 
fittings.

 » Perhaps the windows are blocked by furniture, 
curtains or equipment (or worse – rubbish).

SPILLS

Slippery floors caused by spills can lead to falls and 
serious injury. Just imagine what would happen if you 
rushed onto a wet and slippery floor unexpectedly, 
especially if you were carrying boxes or something 
large. The two basic rules to avoid this are:

 » If you spill it, clean it up.

 » If you did not spill it, still clean it up. Find out who 
did it and remind the person that the spill could 
have caused an accident.

 » Major spills from large drums of liquid, overflows, 
etc. may need more than one person to clean up.

 » Check what type of spill it is by reading the 
instructions on the container.

 » Use safety equipment – gloves, mask and goggles, 
if necessary.

 » Ask someone else to help. There are two reasons 
for this. Firstly, it will be cleaned up more quickly, 
and secondly, you will have someone with you in 
case you need help. In this way the danger may be 
removed quickly.

 » Place a ‘slippery floor’ sign at the place of the spill.

 » Let other staff or customers know that the floor is 
wet and slippery.
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OBSTRUCTIONS
Obstructions are also a major hazard. If the fire 
exits are blocked, no one will be able to escape the 
building if there is a fire.

 » If the obstruction is in a doorway, someone may 
fall or injure themselves trying to get out. Clear all 
fire exits and find a safer place to store the goods. 
Keep doorways clear on both sides. Make sure all 
equipment is placed in a safe area! 

REMEMBER:

 » Do not leave rakes and other gardening tools lying 
around or hanging off benches!

 » Vacuum cleaners, tools and other equipment left 
in public areas can cause people to trip and hurt 
themselves! Do not leave them around.

 » Cords can also cause people to trip. Move them 
out of the way. If you have to cord across a 
walkway, tape it securely to the ground all along 
its length.

REPORTING MACHINE FAULTS

Even minor faults in machinery such as a frayed cord 
or a blunt blade, can cause injury. Everyone must 
take responsibility to ensure that all equipment and 
machinery is in good working order:

 » Do not expect your manager or supervisor to 
know that the equipment does not work, or is 
faulty. If you use the equipment, you must inform 
them when something is not working or in need of 
repair.

 » Large premises usually have a system where all 
repairs are reported to the supervisor who fills 
in a maintenance request and sends it on to the 
maintenance section.

 » If you are working in a smaller business, then you 
need to report the problem to your supervisor 
and indicate what piece of equipment is faulty. 
Most supervisors and managers are busy people 
so give them advice in writing if circumstances 
permit. This will remind them that they need to fix 
the problem. Some smaller establishments have a 
diary where these repairs are written in.

 » If you use equipment or notice something 
hazardous about equipment someone else is 
using, you should report this also.

PROCEDURES FOR  
SAFETY & SECURITY

Regardless what industry you work in, it is very 
important that you know how to do your work 
without causing yourself injury. This involves not only 
avoiding risks and handling dangerous materials and 
equipment safely, but also knowing how to sit and 
stand correctly and how to lift and carry. In addition, 
it is vital that you follow any security procedures in 
your workplace to avoid risks of theft and burglary.

One of the common workplace injuries is to the back, 
caused by incorrect lifting or handling of heavy or 
large objects. Often, the injury won’t be felt for some 
time and may be permanent.

There are many safe ways of moving large, bulky and 
heavy equipment:

 » Cartons or objects that are large and heavy should 
always be lifted by two or on a trolley for moving 
over a long distance.

 » If the carton or object is being lifted from the floor 
to a table, then two people should lift it together. 
This is very important if the carton or object is 
too high for the person lifting to see over the top 
when carrying, or if the weight of the carton or 
object is over about 15kg.

 » Large bulky equipment should be treated with 
care. Not only may you injure yourself but also 
you may damage the equipment if you drop it. A 
trolley should be used when moving equipment 
and at least two people should help lift and move 
equipment on and off the trolley.
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THE OFFICE

If you work in an office or at a counter, you need 
to make sure that your workstation is organised 
correctly.

A workstation consists of:

 » the computer system – including monitor and 
keyboard

 » the desk

 » the chair

When keyboarding, it is preferable to be seated. 
However, sometimes you have to be standing - in 
reception for example, when checking guests in, or 
at a counter when looking up a customer’s details. 
You are required to enter data, such as customer 
details, into the keyboard from a standing position. 
Ergonomic principles in respect of both will be 
considered.

Ergonomics is the study of the relationship between 
the impact on the body and the equipment and 
machinery used for work.

LIGHT

Natural lighting is always preferable but is not always 
possible. A reception area, for example, is usually 
well lit. Soft overhead lighting does not create glare 
on the monitor but this cannot always be provided. 
Anti-glare filters can be used to reduce glare on the 
screen, although it is better to position monitors in 
such ways as to avoid reflective glare.

TEMPERATURE

If productivity is to be maintained, and your health 
and welfare to be taken into account, the room 
temperature has to be at a comfortable level. 
Remember that computers generate heat. Hence, 
the area around your workstation will be at a higher 
temperature. Ensure there is enough airflow around 
your workstation. When working in a confined area, it 
may be necessary to have a desk fan.

AIR CONDITIONING

Since most work areas have air conditioning, 
remember that the atmosphere will be drier than 
an area without air conditioning. This can lead to 
eye irritation and dryness.  Together with the glare 
from a computer, this can result in headaches. By 
taking preventative measures the chance of these 
difficulties arising can be reduced greatly.
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Refer back to the diagram relating to ergonomically 
designed workstations and take note of the correct 
posture when operating a keyboard.

When keying in data for lengthy periods, the 
movement of the fingers over the keyboard – 
particularly as you develop speed – can result in the 
muscles doing repetitive movements. This can cause 
a number of different injuries to the tendons in the 
wrists, shoulders, hands, fingers and elbows as well 
as to the muscles in the back. The collective term 
given to these injuries if ‘Repetitive Strain Injury’ or 
RSI.

Alternatively, you may have heard this referred to as 
“Occupational Overuse

Syndrome’.  RSI is suspected if there is any swelling 
or redness accompanied by pain in any of the above-
mentioned bodily areas.   Like all things, prevention is 
better than cure.

Ensure your posture is always correct. As you are 
working, consciously think about your posture at the 
workstation until it becomes second nature.

Reduce the amount of time you spend doing 
repetitive tasks. 

 » Vary your work to include other tasks away from 
your workstation. Discuss this with your trainer. 

 » Do appropriate exercises at regular intervals 
while you are working and if you feel any pain or 
swelling of any kind, ensure you report it to your 
trainer so that treatment can commence.

REST

Whenever you are required to spend lengthy periods 
in front of the computer. You need to have a routine 
that will include periods of rest and to do a range of 
exercises that will enable your muscles to recuperate. 
By doing regular exercises at your workstation, you 
will reduce the strain on your muscles caused when 
you sit or stand in one position for lengthy periods. 
The exercises will also help reduce eyestrain and the 
build-up of stress and eyestrain.

APPROPRIATE 
POSTURE

If you work outside or in a workshop, there are some 
things that you can do to ensure that your work is 
carried out safely. First, you need to make sure that 
your workplace is organised to enable you to do 
your work safely. If you have any doubts, discuss 
this with your supervisor. Secondly, you need to take 
responsibility for ensuring that you use the correct 
techniques to do your work safely. In addition to safe 
lifting and carrying, there are some other areas where 
you need to develop safe techniques.

There are a number of issues to consider if you spend 
a lot of time working outdoors.  You should ensure 
that:

 » You are well protected from the sun by using 
sunscreen, wearing a broad brimmed hat, 
sunglasses and appropriate clothing

 » You protect yourself against insects in that could 
bite or sting by wearing insect repellent (e.g. ticks, 
mosquitoes, ants, wasps, bees)

 » You take care in situations where dangerous 
reptiles may be present (e.g. take care when 
clearing quiet infrequently used areas of sheds 
that may be home to snakes!)

 » You are aware of any safety issues associated with 
changing weather conditions (e.g. the possible 
dangers of falling trees or electrical wires in heavy  
storm conditions)

USING CHEMICALS

The use of chemicals is an everyday event in most of 
Australia’s workplaces. If asked to use any chemical, 
check to make sure that:

 » You are an approved person to handle the 
chemical

 » The correct personal protective clothing and 
equipment (e.g. boots, trousers, glasses, hat, mask 
and gloves) are used

 » The area where the chemical is to be decanted or 
mixed is adequately ventilated and well lit

 » You use the chemical according to the label 
instructions.

WORKING 
OUTDOORS
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SAFETY CHECKLIST

When using chemicals

 » Are all the chemicals stored in a lockable chemical 
store with a concrete floor?

 » Is the area where chemicals are decanted or mixed 
adequately ventilated?

 » Is there a fire extinguisher available in the 
chemical store?

 » Are there materials available, such as sand, to 
control a chemical spill?

 » Is there adequate personal protective clothing 
and equipment for people handling and using 
chemicals?

When carrying heavy objects

 » Are there any heavy objects that have to be lifted 
or moved on a regular basis?

 » Is there a sack-truck, trolley, forklift or front end 
loader available to lift heavy objects?

 » Is it a rule that boots must be worn when lifting or 
moving heavy objects?

 » Is it a rule that workers test the weight of an 
object before deciding to lift it manually?

Facilities & Structures

 » Are areas around buildings free of flammable 
debris and rubbish, especially during the fire 
season?

 » Is firefighting equipment kept close to the 
buildings and structures?

 » Are there any hazards for children such as open 
water tanks, dams, ladders onto roofs or open 
access to chemicals, power tools or machinery?

 » Do all storage containers have labels?

 » Are all entry and exit points and passageways 
clear to allow people quick entry and exit, for 
example, in case of fire?

The number and complexity of security procedures 
you need to follow will depend on the nature of your 
workplace. In a factory or showroom that houses 
millions of dollars worth of caravans or motor home 
sit is likely that there will be a quite sophisticated 
security system.   Similarly a caravan park that wishes 
to offer a safe and secure holiday environment to its 
customers will have a range of procedures in place to 
prevent unwelcome visitors!

Some examples of security procedures include

 » securing / storing cash

 » transferring cash from one location to another

 » banking

 » use of van or cabin keys

 » housekeeping

 » locking buildings / workshops

 » locking gates and perimeter fences

 » setting alarm systems

 » disabling machinery

 » keeping contact with specialist security personnel

 » handling threatening phone calls

 » contacting police or other emergency services

Make sure that you know the procedures that apply 
in your workplace!

SECURITY 
PROCEDURES
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There are many different types of emergency. By 
definition, an emergency is somewhat unpredictable. 
Common emergencies include:

 » medical emergencies

 » chemical spills / toxic fumes

 » fire

WHAT TO DO IN THE EVENT OF AN EMERGENCY

When a medical emergency occurs make sure there 
is no danger to you or the victim, then tell your 
supervisor/manager of the emergency. You may then 
be required to call an ambulance.

If you need to do this:

 » Check that you know the address where you are 
so you can tell the ambulance.

 » Keep the victim calm and get help.

 » Dial 000. Someone will ask what service you need 
– tell them “AN AMBULANCE”.  They will then put 
you through to the ambulance service who will ask 
you some questions.

If the person is conscious, try to get as much 
information as you can:

 » How did this happen?

 » Are they in pain and where is the pain?

 » Has it happened before?

 » Are they on medication?

 » Who is their next of kin or is there someone they 
should notify?

IF THE PERSON IS NOT CONSCIOUS:

 » Do not disturb or move the patient unless the 
injured person is in further danger. Call for help.

 » Check if the person has a medical bracelet or 
locket with information, e.g. diabetes, heart 
condition, epilepsy, etc.

All this makes it easier for the ambulance and the 
hospital to treat the person in the right way.

EMERGENCIES

If there is a large spill of chemicals or you are 
experiencing strong fumes:

1. Tell your supervisor/manager of the emergency.

2. You may then be required to dial 000. Someone 
will ask what service you need – tell them what 
the problem is – either toxic fumes or a chemical 
spill. They will usually put you through to the 
fire service who will ask you some questions.

3. Give them all the information you can include 
address of the spill location, type of chemical 
(if known), whether there is a risk of fire and if 
anyone is hurt.

4. Evacuate the area.

5. Ask everyone to move to a safe area in an 
orderly fashion. Keep people together so that 
you can account for everyone.

6. Most chemicals have toxic fumes. Depending on 
the amount of chemical spilled, you may need to 
evacuate the whole building or just the area.

7. If possible open the windows and doors to allow 
the fumes to escape.

8. If there is a danger of fire, evacuate and leave it 
to the professionals to deal with.

GAS LEAKS ARE ALSO TOXIC! 

If possible turn the gas off at the mains and open the 
doors and windows to allow the fumes to escape. DO 
NOT SMOKE OR CREATE A FLAME!  This can cause 
an explosion. If there is a risk of fire or explosion, 
evacuate immediately.

Small spills should be cleaned up immediately to 
avoid the chemicals getting into drains. Follow the 
supplier’s directions.

FIRE

Most places have fire procedures and conduct fire 
drills regularly. If you work in a large place, there 
will probably be an appointed fire officer who will 
train you in what to do if there is a fire. There are 
regulations that say what a place of work needs to 
do to prepare for a fire. All public establishments are 
covered by legislation to ensure all fire exits are clear 
and well signed for example. We all however, must be 
prepared and know what to do in case of a fire.

CHEMICAL SPILLS  
AND TOXIC FUMES
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Call reception or 000 to report the fire. Advise the 
following details:

 » Your name

 » Address / location of the fire

 » Size of the fire and if it has spread or is contained 
in one area.

 » Type of fire, i.e. electrical, oil, chemical, general.

 » If there are any injuries.

1. Listen for any instructions.

2. Get out of the area and close all doors and 
windows behind you.

3. If others are in the area, warn them of the fire.

4. Help them if it does not place you or others in 
greater danger.

5. Notify your supervisor or manager.

Be prepared and check that everything is ready in 
case you have a fire:

 » Fire extinguishers and fire blankets must be 
available and in full working order.

 » Ask your supervisor to explain the basic use of 
fire extinguishers and which ones are suitable for 
different types of fires.

 » Exit doors should be clearly marked and free of 
obstruction.

 » Smoke or fire alarms must be installed.

 » In large and well-organised establishments, 
regular training is conducted in emergency 
evacuation procedures. Most places of work have 
an evacuation sign on the back of the door, with 
directions to the emergency exits and stairs.

 » Never use the lift in the event of a fire. Lifts all 
have signs that clearly state ‘in the event of fire do 
not use lift’.

 » Follow the normal emergency procedures for your 
establishment.

PROCEDURES

Important Note:

Do not use the fire blanket on oil or chemical 
fire – the intense heat of these fires will burn the 
fire blanket. You can use the fire blanket to wrap 
around a person on fire to put out the flames, or 
to wrap it around yourself as protection when you 
evacuate the area.

These evacuation procedures are standard and apply 
to all types of emergency.

1. Check that no one else is in the area.

2. If there is no danger to yourself, assist injured 
people.

3. Leave via the nearest emergency exit.

4. Do not use the lifts.

5. Go direct to the designated meeting point.

6. Remain there until your manager or supervisor has 
checked that everyone is present.

7. Do not leave this area until you are told to leave by 
your supervisor or the police.

8. Do not go back into the building until the police or 
fire brigade tells you it is safe to do so.

Most workplaces have evacuation procedures and 
conduct regular evacuation drills. This enables you to 
identify the nearest exits and the designated meeting 
point.

EVACUATION
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