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HLTWHS001
Participate in workplace health and safety


Risk assessment, Meeting Minutes and observation of completion of task


Portfolio booklet





Student Name: 		________________________________________________________
Student Signature: 		________________________________________________________


	
In the following task, the student was assessed as;

☐ Satisfactory		☐ Not Yet Satisfactory
                ☐ Competent	          ☐ Not Yet Competent


Assessor Name: 		________________________________________________________
Assessor Signature: 	________________________________________________________

Date: 			________________________________________________________


Any Assessor Comment:







Recommended time allowance – 90 minutes 


	[bookmark: _Toc164664805]Assessment Task 2: Assisting a Client in a Wheelchair Exit a Building
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Description automatically generated]Task Summary
	In this task, you will be observed in a simulated environment to confirm you can perform skills to industry standards and workplace expectations. 
You will be observed on one occasion performing a number of specific tasks. The tasks are provided below.
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Description automatically generated]Resources and Equipment Required
	Access to organisational documents and the normal range of conditions and situations that would occur in an individual support workplace. These can be found on the First Access website:
Workplace Health and Safety Policy and Procedure
Manual Handling Policy and Procedure
Incident, Injury, Trauma and Illness Record
[bookmark: _Hlk122350527]Access to the following items:
a wheelchair (or chair to simulate)
a chair
a person to play the part of the client being assisted.
If being assessed online, you will need access to the following:
computer, tablet or phone
internet 
video conferencing software, such as Zoom, Teams, etc. 
The observation requires you to demonstrate how to follow emergency procedures and safely help an individual into a wheelchair before exiting the building.
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Description automatically generated]Where and When this Task Will be Completed
	This task will be completed in a simulated environment. 
If your assessor is unable to directly observe you at the time of the assessment, arrangements will be made for you to video record yourself performing the tasks required and submit to your assessor online.
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Description automatically generated]What Happens if you get Something Wrong?
	If your performance is deemed Not Satisfactory (N/S) or your assessor is unable to see all required observable items, your assessor will make arrangements to observe your performance again on another occasion. Your assessor will only need to see the items that were not able to be observed at the original assessment or that were Not Satisfactory.
For items that were Not Satisfactory, your assessor will provide you with feedback. You have up to three attempts to achieve Satisfactory performance.
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	Hazard Report and Risk Assessment Form.
Incident, Injury, Trauma and Illness Record.
If assessor is unable to observe the demonstration in person, video evidence must be submitted.
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Description automatically generated with low confidence]Task Instructions
	Your assessor will observe you completing a range of tasks and demonstrating a range of skills in a simulated environment.
During the demonstration, you are required to complete the task described in the scenario below while your assessor observes you.
After the emergency is resolved, conduct a risk assessment and complete the Hazard Report and Risk Assessment Form Template based on the role play scenario.
Complete the Incident, Injury, Trauma and Illness Record based on the role play scenario.
After completing the tasks, you will participate in a debriefing session. You are required to answer these in the spaces provided in this booklet. 



	Scenario
Scenario
A fire has broken out in the kitchen at First Access. The kitchen is adjacent to the dining room, where several people are having lunch. The fire alarm has been sounded, and the fire warden has called the fire brigade. Clients, guests and staff now need to be assisted to the evacuation area. 
You have been assisting clients and serving food when a supervisor asks you to help one client from their chair into a wheelchair and take them outside to the emergency evacuation area. The wheelchair has been placed along the wall and is now obstructed by a serving trolley. After moving the service trolley and get the wheelchair, you notice that there are several service trolleys scattered throughout the dining hall which are causing some residents to knock into them and at least one dish has fallen and broken.
You attend to your client, who can normally move on their own from their dining chair and into the wheelchair, but now they are slow and shaky. As there is an emergency in process and evacuation needs to happen relatively quickly, the client needs assistance to keep stable to ensure they don’t fall or hurt themselves.
Help the client move from their chair into the wheelchair and follow emergency policy and procedures to help them safely exit the building.
As you are exiting the building you notice that there is a caution sign placed outside of one of the toilets indicating that there is a wet area on the floor. A woman tries to manoeuvre around you quickly and doesn’t see the sign and slips and falls. She sprains her ankle in the process. Since you are close to the door, you help the person you are assisting to safely exit and then return inside to assist the woman who has fallen to exit the building. She was able to receive first aid and medical assistance from the nurse Judy who was on duty at the time. Nurse Judy recommends that she sees a doctor to check if she has fractured her ankle.
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C = Critical 
(Immediate action required)

	
H = High 
(Prioritised action required)
	
M = Medium 
(Planned action required)
	
L = Low 
(Actioned by routine procedure)

	

Likelihood
	
Consequences

	
	1
Negligible
	2
Insignificant
	3
Moderate
	4
Major
	5
Catastrophe

	
A: Almost Certain

	Medium (M)
	High (H)
	High (H)
	Critical (C)
	Critical (C)

	
B: Likely

	Medium (M)
	Medium (M)
	High (H)
	High (H)
	Critical (C)

	
C: Possible

	Low (L)
	Medium (M)
	High (H)
	High (H)
	High (H)

	
D: Unlikely

	Low (L)
	Low (L)
	Medium (M)
	Medium (M)
	High (H)

	
E: Rare


	Low (L)
	Low (L)
	Medium (M)
	Medium (M)
	High (H)


Risk Assessment Form

	
Persons Conducting this Risk Assessment 
(Student Name)
	
	
Date: 

	

Hazard/Activity/Job Step
	

Risks
	Pre-Control
	
Controls

	Post-Control

	
	
	Consequence
	Likelihood
	Risk Rating
	What measures have you put in place?
	Consequence
	Likelihood
	Risk Rating

	
Loose rug on the floor

	
 Trips and slips
	
3
	
C
	
H
	
Removal of rug in the training space
	
1
	
E
	
L

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	



	
Monitor and Review | NOTE: Only complete this section when undertaking a review
	Yes
	No

	
Are the planned control measures in place? If No, you must complete another Risk Assessment.
	☐
	☐

	
Are the control measures eliminating or minimising the risk? If No, you must complete another Risk Assessment.
	☐
	☐

	
Have any new problems been identified? If Yes, you must complete another Risk Assessment.
	☐
	☐

	
Review completed by: 
	
Signature: 
	Date:

		


	   RTO Result - Satisfactory Not Satisfactory 






Incident, Injury, Trauma, Illness Record

Complete the below incident, injury, trauma and illness record based off your practical demonstration of skills.
				   
	Personal Details of Client/Visitor/Staff Member

	First name:
	

	Family name:
	

	· Employee
· Client
· Contractor/Volunteer
· Visitor
· Agency Casual

	D.O.B:
	____ / ____ / ____
	Age:
	

	Department:
	

	Name of emergency contact:
	

	Address:
	



	Contact Phone Number:
	

	Incident Details

	Date:
	____ / ____ / ____
	Day of Week:
	

	Time:
	_________ a.m. / p.m.
	Location:
	

	Describe the incident, illness, trauma or injury sustained:

	














	State exactly what happened:

	










	Tick the appropriate box.
For physical injury – indicate on the image where this has occurred.

	☐ Fall
	[image: A silhouette of two people

AI-generated content may be incorrect.]

	☐ Sprain
	

	☐ Fracture
	

	☐ Broken Bone
	

	☐ Cut/Graze
	

	☐ Bump/Bruise
	

	☐ Incontinence Accident
	

	☐ Eye Injury
	

	☐ Nosebleed
	

	Certification

	Emergency contact of the affected person has been notified if practicable?
	☐ Yes   ☐ No

	The affected person has been kept under observation for a reasonable period?
	☐ Yes   ☐ No

	First Aid provided?
	☐ Yes   ☐ No

	If yes to First Aid – by who?
	Name:
	

	Medical assistance has been obtained?
	☐ Yes   ☐ No

	Medical examination was conducted by a nurse?
	

	If yes to nurse, who?
	Name:
	

	Follow-up medical action required:
	☐ Yes   ☐ No

	If yes to above, specify:







	Name of person completing the form:
	

	Signature:
	

	Date:
	____ / ____ / ____

	Personal Details of Client / Visitor / Staff Member

	First name:
	


	Address:
	

	Post Code:
	

	Witness contact number:
	

	If you witnessed the incident please provide a brief summary of what occurred:

	


















							   



	[bookmark: _Toc78794517][bookmark: _Toc164664807]Reflection Questions

	Below are a series of questions that will require you to reflect on your performance and how to continue to improve in future tasks. Your assessor may ask these questions in a verbal format, however you are required to write your answers down in the provided spaces

	Questions
	Answer

	What manual handing hazards did you have to deal with during this task? Describe how you did this and name the workplace policies and procedures you applied/followed.


	

	Thankfully fires do not occur often. How do you keep your skills up to date so that if an emergency occurs, you know what to do?


	

	What techniques or strategies did you use to remain calm during this emergency evacuation?



	

	As your supervisor, I need to know how you feel after this event. Reflect and tell me what caused you stress during the emergency evacuation and how you managed your stress.


	

	Speak especially about the fact that there were medical devices placed throughout the dining area, creating a hazard. How would you address this to maintain safe housekeeping practices when working in the service?

	

	Tell me the individual needs you identified after this emergency situation. Give any advice or lessons learned from the emergency experience that might address your individual needs.

	






	Assessment Checklist: Assessment Task 2
	Attempt 1
	Attempt 2
	Attempt 3

	Did the student demonstrate the required level of competence for each of the following points?
	Benchmark – what are you looking for?
	Date:
	Date:
	Date:

	
	
	Yes
	No
	Yes
	No
	Yes
	No

	Read, understand, and follow procedures and guidelines for emergencies.
	
	
	
	
	
	
	

	Use safe manual handling procedures when assisting the client into the wheelchair.
	
	
	
	
	
	
	

	Remain calm and engage the client to ensure they also remain calm.
	
	
	
	
	
	
	

	The student has completed the Hazard Report Form and Risk Assessment Form.
	
	
	
	
	
	
	

	The student has completed the Incident, Injury, Trauma and Illness Record for the client who slipped and sprained an ankle.
	
	
	
	
	
	
	




	Where any items above are marked ‘No’, outline the gaps below. Ensure feedback is provided to the student on their Assessment Task Cover Sheet. Document the actions that must be taken by the student to address the gaps. 

	Comments: What did you observe? Are there any gaps? What did the student do to demonstrate competence?

	Please outline any reasonable adjustments made for this task here.





	Assessment Task 2 Outcomes

	Attempt 1

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Attempt 2

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Attempt 3

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Feedback to learner

	


	Other assessor comments or feedback

	


	Assessor name
	

	Assessor signature
	

	Date
	



























	[bookmark: _Toc164664809]Assessment Task 3: Participating in a WHS Meeting
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Description automatically generated]Task Summary
	For this task, you will be observed participating in a role play to confirm you can perform to industry standards and expectations. 
You will work with two or three other students in your class and together you will conduct a WHS safety meeting. The topic of the meeting is to look at First Access’s Workplace Health and Safety Policy and Procedures in light of the COVID pandemic. You will then make recommendations based on best practices. 
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Description automatically generated]Resources and Equipment Required
	Access to the industry-relevant workplace or simulated environment, which includes a quiet space to hold a meeting, chairs and a table (if required). 
Access to organisational documents and the normal range of conditions and situations that would occur in an individual support workplace. These can be found on the First Access website:
[bookmark: _Hlk122350558]Management of Risks and Hazards Policy and Procedure 
Workplace Health and Safety Policy and Procedure
Infection Control Policy and Procedure
Minutes Template.
If being assessed online, you will need access to the following:
computer, tablet or phone
internet 
video conferencing software, such as Zoom, Teams, etc. 
Access to two or three support people to play the roles of other support workers at First Access.
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Description automatically generated]Where and When this Task Will be Completed
	You will complete this task with your assessor in class, online or at your workplace at a time advised by your assessor.
Your assessor will advise you of the date on which you will be required to complete the role play. 
If your assessor is unable to observe you directly at the time of the assessment, arrangements will be made for you to video record yourself performing the tasks required and submit it to your assessor online. 
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Description automatically generated]What Happens if you get Something Wrong?
	If your performance in the role play is deemed Not Satisfactory (N/S) or your assessor is unable to see all required observable items, your assessor will make arrangements to observe your performance again on another occasion. Your assessor will only need to see the items that were not able to be observed at the original assessment or that were Not Satisfactory.
For items that were Not Satisfactory, your assessor will provide you with feedback. You have up to three attempts to achieve Satisfactory performance.
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Description automatically generated]Submission Requirements
	Completed Meeting Agenda and Minutes.
If your assessor is unable to observe you during the role play, video evidence must be submitted.
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	This is a group assessment task.
You will play the role of support worker at First Access. 
Two or three other students will be part of this role play as support workers at First Access.
You will have a WHS meeting to discuss the current WHS policies and procedures at First Access. In particular, you will be looking at the necessary procedures related to COVID-19 and conducting a risk assessment to make recommendations on how First Access can keep residents, staff and visitors safe.
You will make recommendations based on your discussion with your supervisor and record these in the minutes you keep during the meeting. 




	Scenario
Your supervisor has tasked you and a few other colleagues with reviewing the WHS policies and procedures and the management of hazard and risk policy and procedure in light of a current wave of COVID-19 cases. There has been a significant resurgence of COVID-19 in the community and state/territory health officials are beginning to talk about this becoming a major wave. Although the health ministers have not mandated any restrictions, they have recommended precautionary measures, such as wearing masks and vaccine requirements for visiting certain places with at-risk people – hospitals, aged care, residential care facilities, etc. 
Today the news reported 1,500 confirmed cases of COVID-19 and a highly infectious new strain. The numbers are rising daily, and the expected peak is in two weeks.
You will have a meeting with your colleagues to consult about best practices related to COVID-19 and to review the policies and procedures at First Access. During the meeting, one person will take meeting minutes, at the end of which there will be a section for your recommendations. This is to be submitted to your supervisor for review.
Keep in mind that First Access serves communities that may be at greater risk due to current conditions or underlying conditions. There are many individuals who visit First Access daily who live with disability and others with compromised immunities. These individuals may be highly susceptible to contracting COVID-19 and have severe symptoms. All staff have been fully vaccinated at this time.
First Access also sends staff for home visits and community consultations, and you must address the risks to them as well as those who work in the centre itself. 
As part of this process, you are required to conduct an inspection of First Access to determine what practices are already in place and what needs to change or be updated. Upon inspecting the facilities, you find that there are adequate places for handwashing and hand sanitising, but there is a lack of signage and no place for visitors to obtain face masks.



	During the role play, your assessor will be looking to see that you demonstrate the following:
actively participate in a WHS meeting
refer to the following policies and procedures and discuss recommendations for improvement based on the current situation
Management of Risks and Hazards Policy and Procedure 
Workplace Health and Safety Policy and Procedure
Infection Control Policy and Procedure.
record meeting minutes including recommendations for best practices in the case of infectious disease spreading in the wider community.






















Meeting Minutes

Date:

__________________________________________________________________________________

Time:

__________________________________________________________________________________

Present:

1. __________________________________________________________________________________


2. __________________________________________________________________________________


3. __________________________________________________________________________________


Apologies:

__________________________________________________________________________________


__________________________________________________________________________________

General Business:

__________________________________________________________________________________


__________________________________________________________________________________


__________________________________________________________________________________


__________________________________________________________________________________


__________________________________________________________________________________


__________________________________________________________________________________


Closed (Date and Time):

__________________________________________________________________________________




	Assessment Checklist: Assessment Task 3
	Attempt 1
	Attempt 2
	Attempt 3

	Did the student demonstrate the required level of competence for each of the following points?
	Comments
	Date:
	Date:
	Date:

	
	
	Yes
	No
	Yes
	No
	Yes
	No

	The student actively participated in the meeting.
	
	
	
	
	
	
	

	The student contributed to the discussion on creating a risk score.
	
	
	
	
	
	
	

	The student has signed off on the meeting minutes and the meeting minutes have been submitted.
	
	
	
	
	
	
	

	The meeting minutes indicate findings from the inspections as indicated in the scenario.
	
	
	
	
	
	
	


	\Where any items above are marked ‘No’, outline the gaps below. Ensure feedback is provided to the student on their Assessment Task Cover Sheet. Document the actions that must be taken by the student to address the gaps. 

	Comments: What did you observe? Are there any gaps? What did the student do to demonstrate competence?

	Please outline any reasonable adjustments made for this task here.



	Assessment Task 3 Outcomes

	Attempt 1

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Attempt 2

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Attempt 3

Date
	☐  Satisfactory 
☐  Not yet satisfactory

	Feedback to learner

	


	Other assessor comments or feedback

	


	Assessor name
	

	Assessor signature
	

	Date
	












	[bookmark: _Toc78794520][bookmark: _Toc107591371][bookmark: _Toc164664812]Assessment Outcome Summary Table: HLTWHS001 Participate in workplace health and safety

	Assessment Tasks
	Task Outcomes

	
	Satisfactory (S)
Not satisfactory (NS)
	Date
	Assessor initials

	Assessment Task 1: Knowledge Questions
	
	
	

	
	
	
	

	
	
	
	

	Assessment Task 2: Assisting a Client in a Wheelchair Exit a Building
	
	
	

	
	
	
	

	
	
	
	

	Assessment Task 3: Participating in a WHS Meeting
	
	
	

	
	
	
	

	
	
	
	

	Unit Assessment Results
	Unit Result (C/NYC)
	Date
	Assessor initials

	HLTWHS001 Participate in workplace health and safety
	
	
	

	
	
	
	

	
	
	
	

	Assessor Name:

	Assessor Signature:
	Date:
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