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GETTING STARTED

Welcome to the second Unit of Competency in your Certificate III in Local Government – Follow Defined OHS Policies & Procedures. 

This Unit covers general Occupational Health and Safety (OHS) requirements in all local government functional areas.

The Unit is based on the national guidelines for integrating OHS competencies into national industry Competency Standards (NOHSC: 7025 (1994)).

This Guide is mainly designed for learners who are presently employed by Councils, to develop the skills and knowledge required to work effectively in the local government industry. If you are not presently employed in the industry, your Registered Training Organisation will assist in providing a simulated workplace environment to support your learning.

On completion of this Unit you should be able to carry out the tasks to the required standard as identified in the Unit of Competency.

The Unit of Competency consists of elements and performance criteria, which are detailed on the following page.

Exploring the Skills You will Gain

UNIT TITLE: FOLLOW DEFINED OHS POLICIES AND PROCEDURES

UNIT CODE: LGACORE102B
ELEMENT 1
Identify Workplace Procedures for Occupational Health and Safety

· Familiarity with OHS policies and procedures is developed and maintained on an ongoing basis in accordance with departmental practices. 
· OHS manuals and instructions are identified and accessed accordingly. 

· Work area is managed by the individual and maintained in accordance with OHS standards for the workplace..
ELEMENT 2
Follow workplace procedures for hazard identification and risk control

· Hazards in the work area are recognised and reported to designated personnel according to workplace procedures. 
· Workplace procedures and work instructions for controlling risks are followed accurately. 
· Workplace procedures for dealing with accidents, fire and emergencies are followed whenever necessary within the scope of responsibilities and competencies. 
ELEMENT 3
Contribute to management of OHS in the workplace
· OHS issues are raised with designated personnel in accordance with workplace procedures and relevant OHS legislation. 
· Contributions to OHS in the workplace are made within organisational procedures and scope of responsibilities. 
A proactive approach to OHS in the workplace is demonstrated.

This Guide contains 3 sections to support your development.

Section 1 – Identifying and Handling OHS Hazards

Section 2 – Responding to Emergencies

Section 3 – Working Together to Manage OHS

It may be helpful to identify someone to support your learning. You may have access to a trainer, or have a mentor, coach, supervisor or experienced colleague who can assist your development. Choose someone that you respect and with whom you feel confident.

Understanding the Process

We will use the following steps to complete this Guide and achieve competency in the Unit.

1 
Complete the Checklist (on page 10) to check your skill development.

2 Complete the sections of the Guide that you need to do.

3 Complete the assessment tasks that you have been provided for this unit.

4 File the assessment tasks and reports in your “Portfolio of Evidence” folder.

4
Work through the checklist at the beginning of the Guide.

5
Complete the Sign Off section of the Guide when you are confident that you are ready to be assessed for the Unit of Competency and contact your Traineeship Co-ordinator to arrange an assessment meeting.

Additional Resources to Support your Learning:

To complete this Guide, you will need to access your Council's policies, procedures and information on Occupational Health and Safety (OHS). You may also need help from other people, such as an OHS Officer.

As well as national OHS legislation, NSW has specific OHS Legislation.  This legislative framework consists of:

· the Occupational Health & Safety Act 2000, 

· the OHS Regulation 2001 and;

· Various Codes of Practice, which provide guidelines for implementing the Act in specific areas of work.

Other useful resources:

· Hunter Councils’ Local Government Occupational Health and Safety Handbook (available from Hunter Councils ph. (02) 49784042)

· “Staying Safe at Work - the new responsibilities” (video available through the Local Government and Shires Association ph. (02) 4978 4042)

Useful web sites:

http://www.workcover.nsw.gov.au
http://www.ohs.com.au/Sites/index.htm
 http://www.lawsearch.gov.au and search for OHS legislation

Self-Assessment Checklist 
- Follow Defined OHS Policies and Procedures

The checklist will assist you in determining the skills and knowledge you already have. 

It will ensure that you can really focus on the skills and the knowledge that you particularly need to develop for this Unit.

When you have worked through the required sections of this Guide, you should return to this checklist to recheck your competency.

When you are able to tick each box in the checklist you will be ready to proceed to formal assessment for the Unit of Competency.

Self-assessment checklist

I am able to:

	
	1
	2

	Recognise and report hazards in the work area to relevant people according to your Council's procedures?
	
	

	Accurately follow your Council's procedures and work instructions for controlling risks?
	
	

	Follow your Council's procedures for dealing with accidents, fire and emergencies whenever necessary and within the limits of your responsibilities?
	
	


	Raise OHS issues with relevant people in accordance with your Council's procedures and relevant OHS legislation?
	
	

	Make a contribution to your Council's OHS management in ways that are appropriate to your work role?
	
	


NOTE: You can complete this checklist both before and after undertaking training or self-development activities.  Before the training, tick Column 1 where you agree with the statement and then after the training, tick Column 2 where you agree with the statement.
SECTION 1 – Handling OHS Hazards

Occupational Health and Safety is a critical issue for all local Government staff. OHS hazards and risks can lead to accidents,Injuries and illnesses that result in pain and suffering for workers and disruption to work routines. By following your Council's defined OHS policies and procedures, these problems can be prevented or controlled.

This section will focus on how OHS hazards can be identified and

managed in your Council.

[image: image2.wmf]At the end of this section, you should be able to:

• recognise and report a hazard to the appropriate people in your council

• undertake action to eliminate or control OHS hazards.

What is a Hazard?
A hazard can be broadly defined as something that has the potential to cause harm to life, health or property. It does not need to be something that presently exists as it could be something that has the potential to exist. For example, an exposed wire is an existing hazard; alternatively, a blocked fire exit has the potential to create a hazard.

Hazards can be found in many forms in your Council, no matter how your workplace is arranged. However hazards are usually

categorised into four groups to assist you to identify them in a systematic way:

• physical: wet floors, bad lighting, noise, vibration, overcrowding

and poorly designed machinery

• ergonomic: manual handling techniques, job task and design,

tool and equipment design, workstation design and layout

• psychological: fatigue, boredom, harassment, discrimination

and insufficient skill to complete a task

• chemical and biological: fires and explosions, gases, vapours,

contamination, corrosion, infections and viruses. 

Assessment Task 1

Walk around your workplace and try to identify existing or potential hazards. In the following table, record each hazard in the appropriate category. If you cannot identify any of these hazards in your Council, write down some examples of hazards for each category.

	Category
	Hazard

	Physical hazards


	

	Ergonomic hazards


	

	Psychological

hazards


	

	Chemical and

biological hazards


	


Identifying Hazards 

The sooner a hazard is identified, the sooner it can be prevented or controlled. There are various ways that you can identify your Council's hazards. The following table outlines the most common hazard identification techniques and provides a brief explanation.

	Identification technique
	Explanation



	Workplace inspections


	Formal inspections, can be carried out by experienced OHS workers or Committee members to identify hazards. Informal inspections can be

carried out by all Council workers every day when they arrive for work, operate equipment etc.



	Monitoring incident and

hazard reports


	Because OHS hazards and incidents should be reported, your Council will have documented evidence of the

hazards that exist in the workplace. These reports can be regularly checked to identify existing or potential hazards and prevent their recurrence.



	Job analysis
	When work practices are suspected of creating hazards, a thorough job analysis can be performed to identify all existing and potential hazards. This will normally involve a task breakdown of the job and the associated hazards.



	Monitoring employee health and the environment


	Monitoring the health of employees can help identify hazards. You can do this by arranging hearing or sight tests etc. Other tests, such as measuring radiation, can help to monitor the environment and identify any chemical or biological hazards.



	Injury and disease analysis


	Your Council can monitor the incidence of injury and disease to identify existing and potential hazards. For example, records of lost time injuries can be used to identify any trends and the hazards that caused them.




Making your Council a safe and healthy workplace means that you play a role in preventing accidents before they happen. All identified hazards must be reported in accordance with your Council's OHS policies and procedures to ensure that any problems can be treated as soon as possible.

The following accidents and incidents should always be reported:

• near misses

• property damage

• minor injury

• serious injury.

Talk to experienced OHS people in your Council about the kinds of hazards, incidents and accidents that are reported. Also, discuss your Council's procedures for reporting OHS issues, such as the paperwork to complete, people to notify etc. Experienced OHS people in your Council might include OHS managers, representatives or committee members.

Activity 1

Task:
Obtain a copy of an OHS Policy & Procedures (include as evidence) and document the Procedures for recording a potential/incidental

When reporting hazards, incidents and accidents, you might be

required to detail the following:

• date, time and place

• what happened

• who was involved

• who witnessed the event or hazard

• how the incident happened.

For the benefit of your Council and its workers make sure that the details you provide are as complete, accurate and clear as possible.

Assessment Task 2 

Identify OHS incidents or accidents from:

• accident or injury report forms

• minutes from OHS Committee or Consultation meetings, or

• investigations you have carried out.

Using examples of incidents or accidents, answer the following

Questions:

1. How was the incident or accident identified?

________________________________________________________________________________________________________________

________________________________________________________

________________________________________________________

2. How was the incident or accident reported?

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

3. What paperwork was completed to document the

incident or accident? (Try and obtain actual copies of relevant paperwork and after removing any names, attach insert them in your evidence portfolio.)

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

4. Ask your Supervisor to give you a hypothetical or real workplace hazard. Using your Council's hazard report form(s), write a short report on the hazard and include it in your evidence portfolio.

Controlling Hazards 
A risk can be defined as the likelihood of injury or illness resulting from exposure to a hazard. Once the level of risk has been estimated, it is possible to think about how the risk will be controlled.

There are often a number of possible ways of dealing with hazards. Some are more effective than others, therefore a methodology has been developed which is often referred to as “the hierarchy of controls”.  

Elimination

The first and most effective way of handling a hazard is to eliminate it. Examples of ways in which hazards can be eliminated include:

· replacing faulty or dangerous equipment with safe equipment

· relocating plant or equipment (such as relocating an air compressor to a location outside a workshop rather than inside)

· ensuring buildings and facilities (such as wiring, piping, roofs and walls) are well-maintained and meet Australian Standards

· installing adequate lighting and ventilation, etc. 

When a hazard cannot be eliminated, it is necessary to think about how it will be controlled to minimise its risks.

Substitution

It may be safer to substitute a hazardous material,

such as a toxic gas, with a low-risk substance.

Engineering controls

This involves changing machines and equipment or the layout of a workplace to reduce the level of risk. Examples include fitting guards to machinery, and anti-glare filters to computer screens.

Administrative controls

This involves work practices such as job rotation, limiting exposure, training and supervising to reduce the level of risk.

Personal protective clothing and equipment

This involves fitting protective clothing and equipment in accordance with the manufacturer's instructions to minimise the exposure to risk. NB Although this control is often a first option for some people, it really should be considered as the final alternative, usually when other control measures are not possible. 

The hierarchy of controls is designed to be used in this order of preference. For example, consider the case of a Council that uses a toxic substance to maintain the public swimming pool. If possible, it would be better to substitute the substance with an equally effective product than to provide all affected workers with protective equipment, such as ventilation masks.

Assessment Task 3
Re-read the hazards you identified in Assessment Task 1 of this Guide. In the following table, write down how you would eliminate or control each hazard. (TIP: work your way through the ‘Hierarchy of Controls’ mentioned on page 16 to give you the best solution. You may need several control measures).

	Hazard
	Suggested Control(s) 
	Which choice(s) from the Hierarchy of Controls is this?

	e.g. employees repeatedly injured from falling down a particular flight of stairs 


	Restrict access to essential traffic and redirect to elevator

Improve lighting and/ or 
Fit handrails


	Administrative

Substitution

Engineering



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION 2 – Responding to Emergencies

This section will focus on how to follow your Council's policies and procedures when responding to accidents, fires and emergencies.

At the end of this section, you should be able to:
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· locate emergency exits, assembly points and emergency equipment

· identify and follow your Council's emergency procedures.

Emergency Procedures 

Sometimes, despite all the preparation, time and energy spent

reducing the risk of hazards, something goes wrong. These

incidents might range from relatively minor to devastating

accidents. Think about the kinds of highly hazardous events that

could take place in your Council. These might include:

· fires

· explosions

· bomb threats and hold-ups

· chemical emergencies

· emergencies involving vehicles, etc.

Emergency situations can be the most hazardous events confronting your Council. In all cases, you have to know what to do. In an emergency, you will need to be familiar with the layout of your Council and your working area. This understanding is particularly important as it allows you to respond quickly and lend support to other people involved. Make sure you are able to locate your Council's:

· emergency exits

· assembly points

· fire extinguishers and any other emergency equipment.

Your Council's procedures for responding to emergency situations are very important because they also tell you:

· what an emergency situation is

· how to raise alarms

· what you should do in order to maintain your own safety and that of your colleagues, and to minimise damage to property

· where to go if you have to evacuate and the safest and quickest route

· who has the responsibility to manage the incident.

If necessary, talk to experienced OHS people and discuss your

Council's emergency procedures. You might like to collect and

reread these procedures to make sure that you are familiar with the action to take. It might also be helpful to participate in an

evacuation drill to make sure you are able to follow emergency

procedures and know exactly what to do.

Assessment Task 4

In the following space, draw OR attach a photocopy plan of your Council's office (or your particular workplace if you work offsite), and mark on the plan:

· your usual workstation

· emergency exits

· assembly points

· the location of the nearest fire extinguishers and any other emergency equipment
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SECTION 3 – Working Together to Manage OHS
This section will focus on participating in your Council's OHS

Committees, teams and group meetings.

At the end of this section, you should be able to:

· explain the importance of involving everyone in the management of OHS

· describe your Council's arrangements for participating in OHS.

Participative OHS Arrangements 

Because OHS directly affects everyone in your Council, it is

important for employers and employees to work together to

establish policies and procedures that suit your workplace. This

approach helps to ensure everyone is committed to the same OHS goals and objectives, making your workplace a safer and healthier environment.

Think about the following reasons for involving employees in OHS

management: 

· they know their job best

· they know the hazards and inherent risks of their jobs

· they often have suggestions on how to improve work processes and eliminate or control hazards

· they can test ideas for OHS improvements and give feedback.

Your Council probably has several ways of ensuring its employees

are actively involved in OHS management. Think about the various ways you are able to participate in OHS management, such as:

· attending and contributing to OHS meetings by raising

appropriate issues

· completing OHS surveys and questionnaires

· participating in OHS Committees or workgroups

· accepting OHS roles and responsibilities, eg becoming an OHS representative

· including OHS issues as a permanent item on Team meeting agendas

Assessment Task 5
1. Describe how your Council provides opportunities for employees to participate in relation to OH&S. It may be useful to discuss this with a member of your OH&S Committee. Discuss how often your Committee meets and the types of issues discussed etc. 

________________________________________________________________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
2. Consider the following scenarios, and write down how you would bring each OHS issue to the attention of your Council's OHS Committee or workgroup.

a) After working an afternoon shift with a colleague, you notice that although he is a fast worker, he often takes dangerous

shortcuts. You decide that new safe operating procedures

will need to be introduced.

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

b) After carrying out an evacuation drill, you notice that some

workers seem confused and unsure about the route to take

to exit their work area safely. You decide that this requires

urgent attention.

________________________________________________________

________________________________________________________

________________________________________________________

Review Learning 

Having completed all the activities in this Guide, you will now be in a position to review your skills. This is part of your presentation for assessment.

Return to the checklist at the front of the document and consider whether you can now meet the requirements of the Unit of Competency.

If you are confident of your self-rating, you are ready to begin

thinking about your assessment. The assessor will be checking to

find out whether you have the evidence to support your competence in this Unit of Competency.

As well as the work that you have completed through doing this

Guide, you may have workplace experience that has generated

evidence of your skills. 

Evidence for this Unit could include:

· documentation relating to consultations (eg issues arising from OHS committee meetings)

· minutes from OHS meetings

· memos and letters prepared by yourself

· reports you have generated (eg hazard reports)

· action plans you have prepared to control identified hazards.

This should be filed in your Evidence Portfolio in preparation for your assessment.

Appendix:  Questionnaire 1 (based on video Staying Safe at Work)

1. What particular responsibilities apply to the senior executive 

level of the organisation? 

2. List some of the things supervisors must ensure in relation to OH&S.

3. What are the responsibilities of employees?

4. What is the main Council body that provides a mechanism for OH&S consultation and participation?

5. Which agency oversees OH&S in NSW?

6. What are the two things to consider when assessing the level of risk that a hazard might present?

7. What are some consequences of not observing the legislation?

�





�





�








LGACORE102B-Learners Guide 070605 

~ Prepared by LGTI ~ v1.1 Last printed: 2/04/2008
Page 26

