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BSBWHS201A 
Ensure own health and safety and that of others  

 

 

Unit Descriptor This unit describes the performance outcomes, skills and 
knowledge required to participate in workplace health and 
safety (WHS) processes to protect own health and safety, 
and that of others. No licensing, legislative, regulatory or 
certification requirements apply to this unit at the time of 
endorsement. 

Employability Skills This unit contains employability skills. 

Application of Unit This unit applies to individuals who require a fundamental 
knowledge of WHS to carry out their own work which may be 
in a defined context under direct supervision or with some 
individual responsibility. This unit has broad applicability 
across industries and workplace contexts.  

 
Element Performance Criteria Page Reference 

1 Work safely  

1.1 Follow provided safety procedures and instructions 
when conducting work 

Throughout learner 
guide 

1.2 Carry out pre-start systems and equipment checks 
according to workplace procedures 

17 

1.3 Follow workplace procedures for responding to 
emergency incidents 

49–50, 56, 57, 60, 
63, 72  

2 Implement work safety requirements  

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

3, 63, 72, 78, 82, 
86–90,  

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

Throughout learner 
guide 

2.3 Identify and implement WHS procedures and work 
instructions 

Throughout learner 
guide 

2.4 Identify and report emergency incidents and injuries to 
designated persons according to workplace procedures 

56–57, 63, 68–72 

2.5 Identify WHS duty holders in own work area and their 
duties 

79–81 

3 Participate in WHS consultative processes  

3.1 Contribute to workplace meetings, inspections and other 
WHS consultative activities 

86–90 

3.2 Raise WHS issues with designated persons according to 
organisational procedures 

3, 80, 88–90 

3.3 Take actions to eliminate workplace hazards and reduce 
risks 

Throughout learner 
guide 
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Required Skills and Knowledge 

Required skills  communication skills to contribute to workplace meetings 

 literacy skills to: 

 contribute to workplace meetings, inspections and other WHS 
consultative activities 

 interpret safety signs, symbols, notices and other WHS 
documents 

 record and report hazards, risks, emergency incidents and injuries

 problem-solving skills to follow procedures in an emergency.  
Required 
knowledge 

 emergency procedures, including procedures for fires and incidents 

 meaning of commonly used hazard signs and safety symbols  

 responsibilities, as specified in WHS Acts, regulations and codes of 
practice, of: 

 self 

 persons conducting businesses or undertakings (PCBUs) or their 
officers 

 fellow workers. 
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Range Statement 

The Range Statement relates to the unit of competency as a whole. It allows for different work 
environments and situations that may affect performance. Bold, italicised wording in the Performance 
Criteria is detailed as follows. The Range Statement contextualises the unit of competency and 
provides a focus for assessment. The information provided is intended to define the scope of 
assessment and to assist assessors define the performance to be achieved by an individual in the 
workplace.  

Variable Scope Page References 

Safety procedures 
and instructions 
may include: 

 as contained in health and safety brochures, 
magazines and other material 

n/a 

 completing required documentation 40–42, 68-72 

 following procedures for work area 
housekeeping 

38–40 

 following WHS guidelines relevant to 
workplace procedures for: 

 disposing of spilled substances, 
dangerous products, sharps and waste, 
and cleaning equipment 

 maintaining stocks of cleaning 
equipment, such as disposable gloves, 
liquid repellent aprons, and disinfectant 

 sterilising cleaning equipment 

 using appropriate cleaning equipment to 
clean spillages and breakages 

 wearing personal protective clothing and 
protective eyewear when in contact with 
body fluids or chemicals that may splash 

11–13, 30–31, 38, 59–
60, 95–101 

 handling, using and storing hazardous 
chemicals according to workplace procedures 

30–31, 38, 62–63 

 labels for hazardous chemicals 62–63 

 safety data sheets (SDS) 30–31 

 specific guidelines and procedures as they 
apply to own work area 

n/a 

 undergoing operator training and instruction 
when using new equipment or processes. 

7, 11–12, 49, 86,89 

Emergency 
incidents may 
include: 

 accidents 63 

 alcohol and other drug intoxication 50 

 crime 49 

 external threats n/a 

 fire 57 

 flood 60 

 near misses 72 

 sudden illness. 63 



© Stephen Harvey and Software Publications, 2013 Study Guide BSBWHS201A v 

Variable Scope Page References 

Designated 
persons may 
include: 

 health and safety officers n/a 

 health and safety representatives 63, 86, 88–90 

 managers and supervisors 3, 72, 86–87 

 other persons authorised or nominated by the 
organisation 

3 

 PCBUs or their officers 78 

 team leaders n/a 

 union officers 3, 82 

 WHS inspectors 82 

 WHS permit entry holders. 82 

Hazards may 
include anything that 
can cause harm, 
including: 

 as specified in WHS Acts, regulations and 
codes of practice 

16, 22, 30–31, 37, 74, 
77–79, 83 

 blood 97, 100–101 

 breakage and spillage 95, 98 

 criminal acts 49 

 fatigue 48 

 hazardous chemicals 30–31, 38, 62–63 

 hazardous equipment 14–16 

 hazardous work processes 3, 38 

 intoxication 50 

 needle sticks 101 

 sources of infection 94–95 

 stress 46–48 

 unsafe work tasks or practices. 3, 38 

Duty holders may 
include: 

 as specified in WHS Acts: 

 PCBUs or their officers 

 workers 

 other persons at a workplace. 

79–81 
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Evidence Guide 

The evidence guide provides advice on assessment and must be read in conjunction with the 
performance criteria, required skills and knowledge, range statement and the Assessment Guidelines 
for the Training Package. 

 

Critical aspects for assessment and 
evidence required to demonstrate 
competency in this unit 

Evidence of the following is essential: 
 following all relevant safety procedures and 

instructions 
 identifying and reporting hazards to designated 

personnel 
 knowledge of relevant materials, equipment and work 

processes. 

Context of and specific resources for 
assessment 

Assessment must ensure: 
 safety processes, hazards and risks are relevant to 

area of work. 

Method of assessment A range of assessment methods should be used to 
assess practical skills and knowledge. The following 
examples are appropriate for this unit: 
 analysis of responses to case studies and scenarios 
 demonstration of techniques 
 direct questioning combined with review of portfolios 

of evidence and third-party workplace reports of 
on-the-job performance by the candidate 

 review of documentation identifying and reporting 
emergency incidents. 

Guidance information for assessment Holistic assessment with other units relevant to the 
industry sector, workplace and job role is recommended. 
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Employability Skills Mapping 
Employability Skills for BSB20112: Certificate II in Business 

Employability 
Skill 

Industry/enterprise requirements 
for this qualification include 

How this Employability Skill is 
covered 

Communication  communicating verbally with 
clients and colleagues 

 drafting routine correspondence 
that meets the organisational 
standards of style, format and 
accuracy 

On page 8 the learner is required 
to draft a standard operating 
procedure for a chosen hazard in 
their workplace. 

Teamwork  working in a team environment 
to promote team commitment 
and cooperation 

Pages 86–90 cover the role of 
consultation in resolving WHS 
issues.  

Problem solving  choosing appropriate methods 
for communication and 
transferring information 

 dealing with client enquiries and 
complaints 

n/a 

Initiative and 
enterprise 

 raising occupational health and 
safety issues with designated 
personnel 

Raising WHS concerns are a major 
part of this learner guide.  
Examples include pages 3, 80, 88–
90. 

Planning and 
organising 

 planning and organising own 
work schedule for the day 

 planning the layout of simple 
documents using appropriate 
software 

n/a 

  dealing sensitively with client 
needs and cultural, family and 
individual differences 

 obtaining feedback on work 
performance and identifying 
opportunities for improvement 

n/a 

Learning  encouraging, acknowledging 
and acting on constructive 
feedback from team members 

 using manuals, training booklets 
and online help to overcome 
difficulties 

The learner is encouraged to 
access and read National 
Standards, Codes of Practice and 
other legislation relating to WHS. 

Technology  selecting, maintaining and using 
business technology 
appropriate to the task 

Throughout this learner guide the 
learner is instructed on the safe 
usage of a wide range of 
technologies. 
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Reporting Hazards 

You should actively report any hazardous situation or safety issue as soon as such a situation or 
issue arises or is identified. Check company policies and procedures for hazard reporting, or ask 
your supervisor about how to do this as this will vary from workplace to workplace. You should 
feel able to make any suggestions to your supervisor, WHS representative or union you feel 
appropriate regarding your safety. Awareness enables preventive action – always the best option – 
to be taken before any dangerous incident occurs.  

Communication between you and your supervisor, WHS representative or union on WHS issues 
and safe work procedures can happen informally on-the-job, or in the context of:  

 work area inspections 

 meetings to address WHS issues 

 formal employee participative arrangements (see section 4 of this learner guide) 

 reporting of an accident or incident in line with the organisation’s reporting procedures (see 
page 71 on accident reporting).   

 
Report any hazard to your supervisor or WHS representative at the time it is FIRST NOTICED.  

Work Area Inspections 

Work area inspections are an effective way of monitoring that safe working procedures are being 
followed. Supervisors should conduct site inspections on a regular basis – how often depends on 
the nature of the workplace – with the assistance of an WHS representative and members of the 
work team familiar with the work area and the operations carried on there.  

The objective is to identify potential hazards and to follow up any adverse findings by 
implementing safer work practices that meet WHS obligations.  

Site inspections should have specific objectives in mind: 

 routine inspection for hazards in the work area 

 inspection of particular activities or processes  

 regular inspection of plant (pressurised vessels, machine guards, moving parts)  

 regular testing of the effectiveness of controls for hazardous processes 

 follow-up of employee complaints or alerts  

 site inspection as part of an accident or incident investigation 

 follow-up of new measures introduced to improve health and safety post-implementation. 

Supervisors should use an inspection checklist and/or record sheet – meeting the needs of the 
particular work area – to record: 

 hazards identified  

 actions taken at the time of the inspection  

 allocation of tasks and responsibilities for future action  

 timeframes in which any subsequent actions must be completed.  

Items on the supervisors’ checklist/record sheet may include manual handling hazards, 
housekeeping items (e.g. floors, workbenches, ladders and walkway inspection), machinery, 
noise, waste management, working at height, chemical hazards, electrical safety, fire safety and 
first aid provision.   
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Here’s what you should do 

You will help make your workplace safer if you: 

 follow prescribed safe work practices for carrying out tasks  

 follow safe operating procedures for equipment in accordance with training 

 take care for your own safety and that of others by cooperating with instructions  

 report any hazards, injuries or health and safety issues as soon as they arise. 

Later in this learner guide, you will conduct your own work area inspection (see Good 
Housekeeping on page 38).  

Exercise 1 

1 Briefly describe the activities and operations carried out at your workplace (or a workplace 
of your choice).  

 .................................................................................................................................................  

 .................................................................................................................................................  

 .................................................................................................................................................  

 .................................................................................................................................................  

 .................................................................................................................................................  

 .................................................................................................................................................  

2  List three typical hazards that might be found at your workplace (or the workplace 
described in the previous question). You may use the information in the remainder of this 
section to assist. 

 (a) ............................................................................................................................................  

  .................................................................................................................................................  

 (b) ............................................................................................................................................  

  .................................................................................................................................................  

 (c) ............................................................................................................................................  

  .................................................................................................................................................  

3  Write down two ways you can check for hazards before starting work.  

 .................................................................................................................................................  

 .................................................................................................................................................  

4 What is the overriding duty of all employers in Australia regarding health and safety?  

(a) ............................................................................................................................................  

(b) ............................................................................................................................................  

(c) ............................................................................................................................................  

5 To whom might you report a hazard other than your supervisor? 

 ...................................................................................................................................................  

 ...................................................................................................................................................  
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Assessing the Risk of a Hazard  

Dealing with hazards is an exercise in problem-solving. Employers must assess the risk of harm 
posed by each hazard and put controlling measures in place to minimise that risk of harm to 
workers. Assessing the risk of harm of a hazard means working out the likelihood of a hazard 
harming somebody and how badly they could be harmed. In this way, hazards present in the work 
area can be ranked and risk control measures properly prioritised.  

 

Exercise 2 

Which of the following hazards should be controlled first? (Circle correct answer). 

(a) A wet, slippery floor over which heavy boxes are about to be carried 

(b) A leaking battery in a cupboard 

(c) Goods stacked too high in a storeroom 

Risk assessment involves analysing information gathered during the hazard identification process. 
WHS legislation requires all risks be addressed, irrespective of whether the risk is serious or mild, 
or whether controlling it is easy or difficult.  

Employers should take into account that: 

 assessment must include risks to non-workers (contractors, the public) who may be affected 
by the organisation’s activities 

 the needs of particular groups of workers especially at risk (young, inexperienced, disabled 
workers) must be specifically considered as part of the overall assessment 

 that it should not be assumed that human behaviour always obeys the logic of common 
sense, as common sense is less common than generally assumed.  

Importantly, note that hazard identification/risk assessment should occur at two levels:  

1 Identification of intrinsic hazards that arise through the organisation’s operations and 
activities, products or services and the work area environment itself. 

2 Identification of transitory hazards that might arise through human error, adverse weather 
conditions, non-compliance with written rules or failed controls such as non-wearing of 
personal protective clothing or removal of guards from machinery in contravention of 
standard operating procedures. 

Thus, the full range of hazard scenarios should be taken into account in the course of hazard risk 
assessment. Before controlling actions can be prioritised, it is necessary to determine the 
comparative level of risk of each particular hazard scenario. The sequence of events precipitating 
a hazard or hazardous situation will determine the consequences of that sequence of events. The 
level of risk is determined by carrying out an analysis of the components of the risk. The 
components of the risk for any particular sequence of events under consideration are: 

 The nature of the consequences of a particular sequence of events (i.e. the type and degree of 
harm or outcome severity of that scenario). 

 The level of exposure of persons to the hazard that would occur in that particular sequence of 
events (i.e. the frequency, duration and extent of the exposure). 

 The probability (i.e. the degree of likelihood) of occurrence of that particular sequence of 
events. 

More than one sequence of events or scenarios might need to be considered in relation to each 
hazardous situation – each with its own specific level of risk.   
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Put more simply, the risk assessment exercise asks How likely is the hazard to cause harm and 
what degree of harm would result in the particular scenario? The employer should keep a record 
of risk assessment exercises carried out. Breaking down the components of the risk in the manner 
described above enables a proper analysis of the problem to be recorded.  

The likelihood of occurrence can be assessed by asking: 

 How often is a particular task carried out? Does the frequency increase or decrease the risk? 

 How close do people get to a particular hazard? 

 Has the hazard scenario occurred before, either at this workplace or elsewhere? 

 Has the hazard resulted in any near misses? 

The level of risk associated with a particular hazard can be worked out using the table and 
narrative key on the next page. For instance, a hazard with potentially fatal consequences 
(Consequence 1) which is unlikely to occur but might occur (Probability C) is still a high risk 
hazard and appropriate controlling measures should be implemented accordingly.  

Consequences 1-4 

1. Fatal (could cause one or more deaths) 

2. Major injury/illness (serious, potentially 
irreversible harm requiring medical intervention 
and ongoing treatment) 

3. Minor injury/illness (reversible damage to health 
requiring limited medical intervention and time off) 

4. Negligible injury (requiring first aid, little time off) 

Probability A-D 

A. Very likely (could happen frequently – 
continuous exposure to hazard) 

B. Likely (could happen occasionally – occasional 
exposure to hazard) 

C. Unlikely (could happen, but rarely) 

D. Highly unlikely (extremely rare occurrence that 
could eventuate but probably never will) 

 

 A B C D 

1 HIGH RISK HIGH RISK HIGH RISK MEDIUM RISK 

2 HIGH RISK HIGH RISK MEDIUM RISK MEDIUM RISK 

3 HIGH RISK MEDIUM RISK MEDIUM RISK LOW RISK 

4 MEDIUM RISK MEDIUM RISK LOW RISK LOW RISK 

 

 

Dealing With Hazards – Controlling Risks in the Workplace 

Any activities, operations, products or services that can or do pose a significant risk to employee 
health and safety should be carefully managed and controlled. This might be achieved by making 
physical changes in the work area or by implementing new policies and procedures or issuing new 
work instructions to manage and control those dangerous activities and operations. Employers 
should start with high-risk hazards. Controlling measures are further discussed in relation to 
particular hazard-types in the remainder of this section. 
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Occupational Overuse Syndrome  

Occupational Overuse Syndrome (OOS) is a collective term for a range of conditions which cause 
discomfort or pain and which are caused by performing repetitive tasks. Symptoms can include 
fatigue, pain in the muscles or tendons, burning sensations, stiffness, general aches, weakness, 
numbness and tingling. 

People who work at a computer workstation for lengthy periods are particularly susceptible to 
OOS. Typing and using the mouse both require repetitive action which can result in pain in the 
hands, wrists, arms, shoulders and neck. OOS can also be exacerbated by inappropriate office 
furniture, poor workstation layout and poor work organisation.  

Reducing the Risk of Developing OOS 

Anyone who works for long periods of time at a workstation is at risk of developing OOS, but 
there are steps that can be taken to reduce this risk. 

Create an Ergonomically Correct Workstation 

A correct workstation layout can have big impact on OOS prevention. See the section on 
Ergonomics on page 25 and check your workstation against the checklist on page 29. 

Vary Tasks 

Try to organise your day so that you vary your tasks. Typing non-stop for a long time can be 
damaging. Take a break from your computer to do filing, make business phone calls, etc. 

Breaks and Micropauses 

Operators should be given frequent breaks away from their computer in order to avoid eyestrain 
and posture problems. The recommended break is 5-10 minutes every hour worked where work is 
screen-intensive. Make sure you don’t work through your lunch break! 

A micropause is a short break for muscle relaxation. Specifically, it is a 5-15 second break in 
work for muscle relaxation every 5-10 minutes. Micropauses allow for the restoration of blood 
flow to muscles which have been held tense. Computer programs are available that remind you to 
take regular micropauses.  

Exercises 

Physical exercises can be performed that reduce the risk of OOS and other physical problems. A 
list of suggested exercises is provided on the following page. This is followed on page 25 by a list 
of exercises and suggestions for preventing eye strain. 
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Physical Exercises 

   

Side neck stretch Head turn Bi-directional neck stretch
Slowly tilt your head to one side, 
stretching the side of your neck. 
Return your head to upright and 
repeat on the other side. 

Slowly turn your head to one side. 
Return to centre and repeat on the 
other side. 

Bend your head forward and then 
turn your head to right. Use your 
right hand to gently pull your chin 
down towards your armpit. Repeat 
on the other side. 

   

Shoulder Roll  Upper back stretch Upper arm and shoulder stretch
Lift both shoulders upward toward 
your ears, and then down again 
slowly. Roll your shoulders gently 
backwards and forwards to ease 
tension in the neck. 

Clasp your hands behind your 
head, keeping your elbows straight 
out to the side. Gently lean over the 
back of your chair, stretching your 
upper back. 

Bend your right arm placing your 
right hand on your upper back. Hold 
your right elbow with your left hand 
and use this hand to gently push 
your right arm down. Repeat on the 
other side. 

   

Chest and shoulder stretch Arm and rib cage stretch Finger Spread 
Interlace your fingers behind your 
back. Gently turn your elbows 
inwards, straightening your arms. 
Pause and then release. 

Interlock your fingers; stretch your 
arms above your head, palms 
upward. Try to keep your shoulders 
lowered. 

Hold your right arm out bent upward 
at the elbow. Spread fingers wide 
apart stretching the inner palm and 
fingers. Repeat on the other side. 

 

 

 

Chair twist Front wrist stretch Back wrist stretch 
Sit in a chair with your left knee 
crossing your right. Place your right 
hand on the outside of your left 
knee. Twist and place your left 
hand on the back of the chair. Hold 
and repeat on the other side. 

Hold your right forearm out straight, 
palm facing up. Take your fingers 
with your left hand and pull them 
back gently so the front of your 
wrist is stretched. Repeat on the 
other side. 

Hold your right forearm out bent 
upward at the elbow. Take your 
fingers with your left hand and pull 
them gently downward so the back 
of your wrist is stretched. Repeat on 
the other side. 
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Preventing Eye Strain 
To avoid eye strain when using a computer screen do the following. 

 Blink often to prevent the surface of your eyes drying out and becoming irritated.  

 Stare off into space – every now and then, look across the room or out the window. 

 Adjust your screen so it is not too bright. 

 Wipe the dust off your screen regularly. 
 
Clock Exercise 
Pretend you are looking at a giant clock. Move your eyes to look at the 
different hours on the clock face as listed below. 

 12 to 6 (from ceiling to floor) 

 9 to 3 (from one side of the room to the other) 

 1 to 7 

 11 to 5 

 Begin at 12 and circle around to 3, 6, 9 and back to 12 three times. 
Then reverse directions. 

Ergonomics 

Ergonomics is the study of the efficiency, comfort and safety of people in their working 
environment. In the office/computing sector, the field of ergonomics plays an important role in the 
production of monitors, keyboards and furniture, specifically in ensuring good design techniques 
that avoid the cause of backaches and muscle cramps.  

Learning how to sit at a desk and use your computer in an ergonomically sound manner will 
reduce the risk of health problems and ensure that you are comfortable in your working 
environment. 

Keyboard  

 The keyboard should ideally be separate from the computer screen or body; if you are using a 
laptop computer consider attaching a separate keyboard.   

 They should be thin; the ‘asdf’ row should be 30mm or less in height. 

 The keyboard should be sloped slightly; no more than 12°. 

 The keys should be sensitive enough so that they do not need to be hit hard. They should 
have a matt finish to reduce reflected glare. 

 They should make a clicking noise when the key is pressed successfully. 

To ensure the keyboard is correctly positioned on the workstation, place your hands over the 
centre of the keyboard and check the following: 

 Your forearms are parallel with the ground. 

 Your elbows are at a 90° angle (forming an L shape between the upper and lower arms). 

 Your fingers rest over the ‘asdf’ row and all keys are able to be reached without stretching 
the fingers or forearms. 

 Your wrists are not raised or bent in an unnatural angle. 

 Your elbows are tucked in neatly by your sides. 

 Your fingers are curved in a natural position. 
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Prescribed Drugs or Medicines 

Prescribed drugs and medicines include sleeping pills, anti-depressants, and tranquillisers, as well 
as medicines for allergies, influenza, heart conditions and blood pressure. Workers taking 
prescribed drugs should be aware of the side-effects of their medication. If instructions cannot be 
followed or tasks carried out safely due to drowsiness or other condition, the supervisor should be 
informed so necessary accommodations for the worker can be made. 

Are Drink or Drugs Affecting a Worker’s Performance? 

There are signs that something could be wrong:  

 feeling unwell, tired or depressed  

 having trouble concentrating 

 making lots of mistakes 

 picking up minor injuries 

 repeated short absences from work 

 aggressive or ‘spaced-out’ behaviour. 

Position of Employers 

Employers have a legal duty to assess the risks to health and safety of employees. Knowingly 
allowing an employee who is under the influence of substance misuse to continue working could 
lead to prosecution or fines, if that employee’s behaviour or negligence puts themselves or others 
at risk. There is a legal duty of care to ensure that others are not exposed to health and safety risks 
because of drug or alcohol-related neglect or misconduct.  

If a supervisor or manager believes that serious harm may result to the individual or another 
person due to alcohol/drug use at work, some form of action must be taken immediately. That 
action should include offering reasonable support in the first instance, and treating absence for 
treatment and rehabilitation as normal sickness.  

Position of Employees 

Employees have a duty to take reasonable care of their own health and safety at work, as well as 
that of others, and to cooperate with the employer in their efforts to comply with WHS 
requirements. Employees with a drug or alcohol problem are strongly advised to inform their 
manager or supervisor if the problem is affecting work performance or conduct. If this is not done, 
and noted unsatisfactory performance or conduct continues, disciplinary procedures or dismissal 
can result. 

If there is evidence of a dependency or a dependency is admitted and this is not linked to a 
commitment to stopping, treatment or rehabilitation – if help is refused and there is under-
performance or misconduct in the future – disciplinary procedures may be invoked or dismissal 
may occur. 

An employee who is aware that a colleague with responsibility for a safety-sensitive job is under 
the influence of alcohol or drugs must inform their manager. Concealment is not in the best 
interest of either the user or others. 
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Seeking Help 

Admitting a drink or drug problem at work is difficult. But any such disclosure should be treated 
by an employer – and any of the sources of help listed below – as strictly confidential. If a worker 
is experiencing personal problems exacerbated by drink or drugs – or if the drink or drugs 
themselves are the main problem – that person must consider seriously the long-term health, work 
safety, career and personal relationship implications with a view to making some positive 
changes.  

An individual might consider: 

 talking to a family member, a good friend or a counsellor not known personally (for 
objective, confidential and discrete advice) 

 getting a medical check-up, talking to a GP, community health centre staff or using a 
medical service offered at the workplace 

 making use of any confidential Employee Assistance Program if offered at the workplace 

 using a confidential telephone helpline service (numbers are at the front of the phone book). 
 

Exercise 20 

Participate in a classroom discussion on some of the issues raised in this section. 
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qualified instructors. Anyone can learn basic first aid. Basic life support information is provided 
below – this is no substitute for a first aid course. For details of first aid classes available in your 
area, contact your nearest St John Ambulance Centre or other accredited first aid training 
provider.  

Be aware of the proximity of trained medical assistance to the workplace. Be aware that a 
person’s life may depend on your knowing the DRSABCD of First Aid – basic life support 
procedures for emergency situations.   

 
DRSABCD of First Aid: Basic Life Support 

 

© Australian Resuscitation Council December 2010 
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D – Danger 

In any emergency, first assess the presence of danger to the first aider, others or the casualty. 
Danger is an immediate threat to life. Ensuring there is no danger is a way to prevent rescuers and 
bystanders from becoming casualties. 

Once it’s certain the area is safe, the next step is to assess the casualty. 

R – Response 

To determine if the casualty is conscious: 

 Ask the casualty for their name 

 Squeeze the casualty’s shoulders 

 If the casualty responds, manage their injuries or get help to do so. If no response: 

 

S – Send for Help 

If there’s no response, call 000 for an ambulance or ask another person to make the call. 

A – Airway 

It is essential to ensure that the casualty’s airway is clear. If unconscious, care of the airway takes 
precedence over any injury. An unconscious casualty should be handled gently, with no undue 
twisting or forward movement of the head and neck.  

When a casualty is unconscious, all the muscles are relaxed. If lying on the back, the tongue, 
attached to the back of the jaw, falls against the back wall of the mouth and blocks air entering the 
lungs. Other soft tissues of the upper airway may compound this obstruction. The mouth falls 
open but this tends to block rather than to open the airway. Obstruction to the airway by the soft 
tissues may be overcome by turning the casualty on the side and/or by head tilt and/or by 
supporting the jaw. 

The unconscious casualty is further at risk because of the inability to swallow or to cough out 
foreign material in the airway. This may cause a mechanical obstruction and/or foreign material to 
drain from the mouth. Visible material can be removed by the rescuer’s fingers.  

If necessary, it is acceptable to put the casualty into the recovery position to obtain a clear airway. 
Where possible, an assistant should support the head when an injured casualty is being moved. 
The rescuer should not give an unconscious victim anything by mouth and should not attempt to 
induce vomiting.  

Put the unconscious casualty into recovery position to: 

 Obtain and maintain a clear airway. 

 Provide ready access to the airway. 

 Facilitate drainage and lessen the risk of inhaling foreign material. 

 Avoid unnecessary bending and twisting of the neck. 

 Permit continuing observation of the victim. 

B – Breathing  

 Check for breathing (10 seconds) 

 Look and feel for chest movements or for sounds of air escaping through nose and mouth. 

 If the casualty is breathing, ensure an ambulance has been called for, and check regularly for 
signs of life until medical help arrives. 

 If the casualty is not breathing ensure an ambulance has been called, give two breaths and 
check for signs of life. 
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To give rescue breaths: 

1 Move the casualty from recovery position and place the casualty on their back. If you have a 
CPR mask, place over patient’s mouth, ensuring it is facing the correct way. 

2 Place your hand on the casualty’s forehead, tilting their head. Keep patient’s nose pinched 
closed between your fingers to seal the nose. 

3 Open the casualty’s mouth, lifting their chin. Take a deep breath, and seal your mouth over 
theirs and exhale slowly into the casualty’s mouth for about one second. Turn your mouth 
away from the casualty’s. 

4 Watch for chest rising and falling (inflation). If chest does not rise, reposition the casualty’s 
head. Check for airway obstruction, and if present, clear obstruction. Repeat from step 3. 

5 If chest does rise, air delivery to patient’s lungs has been successful.  

6 Ensure two successful breaths have been delivered. After two inflations, check for signs of 
life.  

7 If heart is beating, continue to give inflations at rate of 12 inflations per minute.  

8 When patient is breathing unaided, place them in the recovery position. Monitor breathing 
closely.  

9 If there are no signs of life, perform CPR immediately. 

C – Cardiopulmonary Resuscitation (CPR) 

1 Ensure the casualty is lying on their back. 

2 Place the heel of the palm of your hand on lower half of patient’s breastbone and the heel of 
the other palm on top of the first. Your fingers shouldn’t touch the chest.  

3 With arms straight, lean forward until your shoulders are above patient’s breastbone. Ensure 
you are positioned vertically above the casualty’s chest. 

4 Press the breastbone to depress one third of the chest.  

5 With your hands in place, lean back and let the breastbone rise to its original position. 

6 Keep pressing at a rate of 3 times every 2 seconds (80-100 compressions per minute). Apply 
30 compressions. 

7 Re-open patient’s airway and give 2 strong inflations after every 30 compressions.  

8 Continue compressions (30 compressions and two breaths) until medical aid arrives.  

9 Stop compressions if there are signs of life, more qualified help arrives or you are physically 
unable to continue. 

D – Defibrillation 

If a defibrillator is available and the casualty shows no signs of life: 

1 Expose the casualty’s chest and place the pads according to the instructions.  

2 Turn the defibrillator on and ensure everyone is clear of casualty, and that the casualty is not 
in contact with metal fixtures.  

3 Stop CPR and follow the defibrillator’s voice prompts.  

4 Continue CPR after defibrillation until there are clear signs of life. Do not remove the pads. 
  



 

© Stephen Harvey and Software Publications, 2013 67 

 

 How to Put Someone into the Recovery Position 

 

If the victim is lying on their back: 

1. Kneel next to their torso so that their 
body is at a 90° angle to yours 

2. Straighten the arm that is closest to you, 
so that the victim’s upper arm is next to 
their ear. 

 

3. Placing your hand under the knee 
furthest from you, raise their knee so that 
their upper leg is nearly perpendicular to 
their body, with that foot still on the 
ground. 

 

4. Grasp the victim with two hands, one 
under their bent knee, and the other on 
their shoulder, and pull towards you, 
rolling them gently onto their side. 

5. Roll until that knee comes to rest on the 
ground in front of you, crossed over their 
other leg. 

 

6. Their head should be resting on their 
arm. Position the head as comfortably as 
possible, and in such a way that any 
fluids will not pool in their mouth.  

7. Keep monitoring the victim until help 
arrives. If the victim stops breathing, 
move onto their back to administer CPR. 

If the victim is lying on their stomach, this is performed in much the same way, but with a couple of 
small differences. Perform steps 1-2 as normal. In step 3, bend the knee that is furthest from you, 
slightly away from the victim’s body. Perform step 4, using the bent knee and shoulder as leverage. 
Stop rolling when the victim is on their side, and position the bent knee as in step 5. Continue with 
steps 6 and 7.  

 

 
 

Exercise 24 

If you have access to a CPR training mannequin (a first aid dummy), practise the DRABCD of 
first aid procedures detailed above under trainer supervision.  
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Assessment Mapping 

Element Performance Criteria Assessment Task 

1 Work safely  

1.1 Follow provided safety procedures and instructions 
when conducting work 

Task 1 

1.2 Carry out pre-start systems and equipment checks 
according to workplace procedures 

Task 1 

1.3 Follow workplace procedures for responding to 
emergency incidents 

Task 5 

2 Implement work safety requirements  

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

Task 2 

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

Task 3 

2.3 Identify and implement WHS procedures and work 
instructions 

Tasks 2, 3 

2.4 Identify and report emergency incidents and injuries to 
designated persons according to workplace procedures 

Tasks 5, 6 

2.5 Identify WHS duty holders in own work area and their 
duties 

Task 2 

3 Participate in WHS consultative processes  

3.1 Contribute to workplace meetings, inspections and other 
WHS consultative activities 

Task 4 

3.2 Raise WHS issues with designated persons according to 
organisational procedures 

Task 4 

3.3 Take actions to eliminate workplace hazards and reduce 
risks 

Task 3 
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Required Skills and Knowledge Assessment Task 

Required skills  communication skills to contribute to 
workplace meetings 

Task 4 

 literacy skills to: 

 contribute to workplace meetings, 
inspections and other WHS consultative 
activities 

 interpret safety signs, symbols, notices 
and other WHS documents 

 record and report hazards, risks, 
emergency incidents and injuries 

Tasks 3, 4, 6 

 problem-solving skills to follow procedures in 
an emergency.  

Task 5 

Required 
knowledge 

 emergency procedures, including procedures 
for fires and incidents 

Task 5 

 meaning of commonly used hazard signs and 
safety symbols  

n/a 

 responsibilities, as specified in WHS Acts, 
regulations and codes of practice, of: 

 self 

 persons conducting businesses or 
undertakings (PCBUs) or their officers 

 fellow workers. 

Task 2 
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BSB 
BUSINESS SERVICES 
TRAINING PACKAGE 

SUPPLEMENT 

This learner guide can be used by learners completing a qualification in the BSB Business 
Services Training Package. 
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BSBWHS201 Contribute to health and safety of self and others 

Application 
This unit describes the skills and knowledge required to work in a manner that is healthy and safe 
in relation to self and others and to respond to emergency incidents. It covers following work 
health and safety (WHS) and emergency procedures and instructions, implementing WHS 
requirements and participating in WHS consultative processes. 

It applies to individuals who require a basic knowledge of WHS to carry out work in a defined 
context under direct supervision or with some individual responsibility, in a range of industry and 
workplace contexts. 

NOTE: The terms 'occupational health and safety' (OHS) and 'work health and safety' (WHS) are 
equivalent and generally either can be used in the workplace. In jurisdictions where the Model 
WHS Act has not been implemented RTOs are advised to contextualise the unit of competency by 
referring to the existing State/Territory OHS legislative requirements. 

No licensing, legislative or certification requirements apply to this unit at the time of publication. 

Unit Sector 
Regulation, Licensing and Risk – Work Health and Safety 
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Elements and Performance Criteria 

Element Performance Criteria Learner guide pages Assessment 
tasks Elements 

describe the 
essential 
outcomes. 

Performance criteria describe the 
performance needed to demonstrate 
achievement of the element. 

1. Work safely 1.1 Follow provided safety 
procedures and instructions when 
working 

Throughout learner 
guide 

Task 1 

1.2 Carry out pre start systems and 
equipment checks according to 
workplace procedures 

17 Task 1 

1.3 Follow workplace procedures for 
responding to emergency incidents 

49–50, 56, 57, 60, 63, 
72  

Task 5 

2. Implement 
work safety 
requirements 

2.1 Identify designated persons to 
whom queries and concerns about 
safety in the workplace should be 
directed 

3, 63, 72, 78, 82, 86–90 Task 2 

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

Throughout learner 
guide 

Task 3 

2.3 Identify and implement WHS 
procedures and work instructions  

Throughout learner 
guide 

Tasks 2, 3 

2.4 Identify and report emergency 
incidents and injuries to designated 
persons according to workplace 
procedures 

56–57, 63, 68–72 Tasks 5, 6 

2.5 Identify WHS duty holders and 
their duties for own work area  

79–81 Task 2 

3. Participate in 
WHS 
consultative 
processes 

3.1 Contribute to workplace 
meetings, inspections and other 
WHS consultative activities 

86–90 Task 4 

3.2 Raise WHS issues with 
designated persons according to 
organisational procedures 

3, 80, 88–90 Task 4 

3.3 Take actions to eliminate 
workplace hazards and reduce risks 

Throughout learner 
guide 

Task 3 
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Foundation Skills 

This section describes language, literacy, numeracy and employment skills incorporated in the 
performance criteria that are required for competent performance. 

Skill Performance 
Criteria 

Description Learner guide 
page reference 

Reading 1.1, 1.2, 1.3, 2.1, 
2.3, 2.4, 2.5 

 Identifies and interprets information 
in relation to WHS and emergency 
incidents 

8–9, 16, 22, 30–
31, 34, 37, 57–59, 
61–67, 72, 74, 
77–84 

Writing 1.2, 2.2, 2.4, 3.2  Uses structures and language 
appropriate to audience and context 
in reports giving factual information 

9–10, 39, 42, 68–
72 

Oral 
communication 

2.2, 2.3, 2.4, 3.1, 
3.2 

 Uses structures and language 
appropriate to audience and context 
in reports, descriptions, opinions and 
explanations  

9, 45, 48 

 Extracts meaning from reports, 
descriptions, opinions and 
explanations  

Through 
communication 
with trainer and 
fellow learners 

Navigate the 
world of work 

1.1, 1.2, 1.3, 
2.1,2.2, 2.3, 2.4, 
2.5, 3.1, 3.2, 3.3 

 Takes responsibility for following 
WHS legal requirements  

77–84, 94 

 Follows protocols and procedures 
related to own role 

Throughout 
learner guide 

 Seeks assistance from others when 
WHS issues are beyond scope of 
immediate responsibilities 

3, 7, 17, 71–72, 
86 

Get the work 
done 

1.1, 1.2, 1.3, 2.2, 
2.3, 2.4, 3.1, 3.3 

 Plans, organises and implements 
routine tasks in order to optimise 
health and safety 

Throughout 
learner guide 

 Selects and implements actions from 
predetermined procedures  

Throughout 
learner guide 
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Assessment requirements v1.1 

Performance Evidence 
Evidence of the ability to: Assessment tasks 
 follow all relevant procedures and instructions 

relating to work health and safety (WHS) and 
emergency incidents 

Task 1, Task 5, Task 6 

 identify and report hazards to designated personnel Task 2, Task 3, Task 5, Task 6 

 contribute to WHS consultative processes. Task 4 

Knowledge Evidence 
To complete the unit requirements safely and effectively, 
the individual must: 

Assessment tasks 

 explain workplace safety procedures and instructions 
including: 

 

 checking systems and equipment  Task 1 

 conducting routine work operations Task 1, Task 3, Task 5, Task 6 

 requirements for personal protective equipment 
(PPE) 

 

 how to report incidents and injuries Task 3, Task 5, Task 6 

 explain emergency procedures including those for 
fires and incidents 

Task 5 

 define the meaning of commonly used hazard signs 
and safety symbols  

Task 1 

 summarise the duty holder responsibilities, as 
specified in WHS Acts, regulations and codes of 
practice, of: 

 

 self and fellow workers Tasks 2, 4, 5 and 6 

 persons conducting businesses or undertakings 
(PCBUs) 

Task 2 

 officers Tasks 2, 4, 5 and 6 

 others in the workplace Tasks 2, 4, 5 and 6 

 explain the difference between hazards and risks  Task 3 

 describe typical WHS hazards that may be present in 
the workplace, the harm they can cause and how this 
harm occurs 

Task 3 

 outline the process of hazard identification and risk 
reduction. 

Task 3 
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