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Achievement
To achieve competency in this mode of workplace learning, students must meet:

· Work place hour requirements

· Log book requirements

· Portfolio of evidence requirements

The Log Book

1. This log book is valuable and it is the responsibility of the student to keep it safe.  Without this record of your achievements you may not receive your assessment.  It can also be used when applying for employment or entry into further training.
2. After receiving confirmation of your placement, contact your workplace trainer to arrange an interview time to meet with him/her and establish the requirements of the work placement. 
3. Use the attendance record to track the number of hours you have participated in ‘on the job’ training. Ensure this is signed off.  The full certificate I will take approximately 150 hours so your log book will be a record of you completing this.

4. Ensure you record the tasks you are completing on the daily training schedule sheets and where possible link them to units of competency. 

5. Collect any documents, photos or examples of work completed on your placement or as part of your associated school course in the evidence journal.  This may be as a part of your log book file or an e-portfolio (example on your CD)

Other Considerations:
Confidentiality
You may be exposed to information about the business and clients that will be confidential. You will be expected to maintain privacy by not repeating ay of this information. In some cases, employees may want you to sign a confidentiality contract.

Find out from you workplace trainer what is considered confidential.

“What if there is a misunderstanding?”
If there is a misunderstanding during your work placement you should discuss it with your workplace trainer or employer first and then inform your school workplace learning coordinator. If you find it difficult to discuss the misunderstanding with the employer or workplace trainer, speak to your school workplace learning coordinator.

Misunderstandings may include the following:

· unsafe Occupational Safety and Health practices

· inadequate supervision or learning opportunities provided in the workplace

· unreasonable work requests by the workplace supervisor or trainer

· problems regarding assessment.

“What happens if you have an accident at the workplace?”

Make sure you are familiar with the procedures required. The following steps should be taken:

· report it to the workplace supervisor immediately

· contact your school workplace learning coordinator as soon as possible

· complete an accident report form and give it to your school workplace learning coordinator.

Keep all the relevant medical certificates and accounts for any insurance claims that may be made. Remember you are not covered under Workers Compensation.
Completing the requirements for a Certificate I in Business

Students will only be enrolled in 3 Units of Competence in Year 11 and 3 in Year 12 as the program is designed to be completed over 2 years.

Students are required to gather evidence in the workplace where possible and complete all tasks during Tutorial periods.  NOTE: All students have been allocated 4 periods per week to work on tasks and are expected to keep a file to be produced when requested by the Workplace Assessor, Mrs Crow or Mrs Jenkyn (Workplace Facilitator).

         Students can access the Workplace Information Tasks from school or the workplace  
          at:

                                       T: getwork/careers/workplace learning/index

    www.skillstrategies.net/CD/     (use the workbook from the school site not the website).
(IMPORTANT NOTE!
All evidence  will need to Be kept in a display file and produced as evidence In the ‘Log Book Due Dates for Assessment’ section located in your Workplace Learning Student Log Book.
Physical Education Studies students only:
If you are completing the requirements for a Certificate II in Sport (Coaching) BSBIND201A AND BSBWOR202A are prerequisites for the qualification.  Not meeting the requirements for these units will result in non completion of the Certificate II in Sport qualification.
BSBOHS201A - PARTICIPATE IN OHS PROCESSES       (15 hrs)
Let‘s Break it down:

The following info  outlines how you are assessed  on each of the units you will be doing in order to complete your Cert  1.
First of all let’s look at Performance Criteria.  What is it I hear you ask???  Performance Criteria (plural) or criterion (singular) outline what is required of you in order for you to successfully complete your unit/s. Performance criteria
	Element
	
	Performance criteria

	1. 
	Work safely
	
	1.1

Follow established safety procedures when conducting work

1.2

Carry out pre-start systems and equipment checks in accordance with workplace procedures



	2. 
	Implement workplace safety requirements
	
	2.1

Identify designated persons for reporting queries and concerns about safety in the workplace

2.2

Identify existing and potential hazards in the workplace, report them to designated persons and record them in accordance with workplace procedures

2.3

Identify and implement workplace procedures and work instructions for controlling risks

2.4

Report emergency incidents and injuries to designated persons



	3. 
	Participate in OHS consultative processes
	
	3.1

Contribute to workplace meetings, inspections or other consultative activities

3.2

Raise OHS issues with designated persons in accordance with organisational procedures

3.3

Take actions to eliminate workplace hazards or to reduce risks


	4. 
	Follow safety procedures
	
	4.1

Identify and report emergency incidents

4.2

Follow organisational procedures for responding to emergency incidents




Skills and Knowledge

Skills
You will need to be able to demonstrate the following skills in order to complete this unit:

· literacy skills to interpret safety signs, symbols and notices.
· problem-solving skills to analyse options in an emergency situation.
Knowledge

You will be assessed on your ability to demonstrate your knowledge in the following:
· A demonstrated knowledge of the responsibilities of employers and employees under relevant health and safety legislation.
· A demonstrated knowledge of the emergency procedures including procedures for fires and accidents.
· A demonstrated knowledge of the commonly used hazard signs and safety symbols.

	BSBOHS201A PARTICIPATE IN OHS PROCESS
“Safety is something that happens between your ears, not something you hold in your hands.”
	



Complete the following tasks and answer the questions below.  Resources to assist you can be found on the CD supplied.  Your workplace is a good resource to assist you in completing the tasks and answering the questions.

Tasks

1. Complete a safety audit in the classroom or your workplace.  Have a good look around and form a list of any activities or objects that could cause an injury to staff or customers.  Form a list of the identified hazards and indicate what could be done to reduce the hazard.  Report any hazards to an appropriate person.

2. In your classroom run an OHS meeting where participants identify hazards and plan strategies to reduce the risk.  Take minutes for your portfolio.

3. Collect photos or draw diagrams of 10 Occupational Safety and Health signs that are used in the workplace.  Indicate the meaning of the signs.
*Refer to  XXXXXXXX  for key terms and concepts and video.
Questions

1. What are the established safety procedures for conducting work in your classroom?

	

	

	

	


2. What are the established safety procedures for conducting work in your workplace?

	

	

	

	


3. Create a flow chart to represent the emergency incident reporting cycle in your school or workplace. 

End of Worksheet.

Workplace Learning: 


                     On-the-Job











This mode of workplace learning has a focus on students gathering evidence through a workplace experience to demonstrate competence in one or more VET units of competence.
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