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 Assessment checklist:

	Unit/Element of Competency 
	Task 1
	Task 2
	Task 3
	Task 4

	ICAU1128A
Operate a personal computer
	
	
	
	

	1
Start the computer
	
	
	
	

	1.1
Check peripheral device connections for correct position
	(
	(
	(
	

	1.2
Switch on power at both the power point and computer
	(
	(
	(
	

	2
Access basic system information
	
	
	
	

	2.1
Insert user name and password as prompted and note access, privacy, security and related conditions of use displayed on introductory screens
	(
	(
	
	

	2.2
Navigate through the operating system to access system information to identify system configuration and application versions in operation
	(
	(
	
	

	2.3
Use on line help functions as required
	(
	(
	
	

	3
Navigate and manipulate desktop environment
	
	
	
	

	3.1
Create and customise desktop icons
	(
	(
	(
	

	3.2
Select, open and close desktop icons to access application programs
	(
	(
	(
	

	3.3
Manipulate application windows and return desktop to original condition
	(
	(
	(
	

	4
Organise basic directory/folder structure and files
	
	
	
	

	4.1
Create and name directories and subdirectories
	(
	(
	(
	

	4.2
Identify attributes of directories
	(
	(
	(
	

	4.3
Move subdirectories between directories
	(
	(
	(
	

	4.4
Rename directories as required
	(
	(
	(
	

	4.5
Access directories and subdirectories via different paths
	(
	(
	(
	

	5
Organise files for user and/or organisation requirements
	
	
	
	

	5.1
Use system browser to search drives for specific files
	(
	(
	(
	

	5.2
Access the most commonly used types of files in the directories
	(
	(
	(
	

	5.3
Select, open and rename groups of files as required
	(
	(
	(
	

	5.4
Move files between directories
	(
	(
	(
	

	5.5
Copy files to disk
	(
	(
	(
	

	5.6
Restore deleted files as necessary
	(
	(
	(
	

	5.7
Erase and format disks as necessary
	(
	(
	(
	

	6
Print information
	
	
	
	

	6.1
Add a printer if required and ensure correct printer settings
	(
	(
	(
	

	6.2
Change the default printer if appropriate
	(
	(
	(
	

	6.3
Print information from an installed printer
	(
	(
	(
	

	6.4
View and delete progress of print jobs as required
	(
	(
	(
	

	7
Shut down computer
	
	
	
	

	7.1
Save any work to be retained and close all open application programs correctly
	(
	(
	(
	

	7.2
Shut down computer correctly
	(
	(
	(
	

	ICAU3004A
Apply occupational health and safety procedures
	
	
	
	

	1
Determine OH&S issues relating to immediate work environment
	
	
	
	

	1.1
Identify person responsible for OH&S standards in the subject workplace
	
	
	(
	(

	1.2
Identify OH&S standards that apply to the workplace
	
	
	(
	(

	1.3
Review and assess workplace according to OH&S standards and record findings
	
	
	(
	(

	1.4
Report issues or problems with the workplace to the appropriate person
	
	
	(
	(

	2
Document and disseminate OH&S requirements
	
	
	
	

	2.1
Determine and document the OH&S standards impact upon the subject workplace
	
	
	(
	(

	2.2
Submit documentation to appropriate person for verification
	
	
	(
	(

	2.3
Update or reissue OH&S documents relating to IT as required
	
	
	(
	(

	3
Provide basic ergonomic advice
	
	
	
	

	3.1
Assess basic ergonomic requirements of people in the workplace
	
	
	(
	(

	3.2
Document the ergonomic advice for client based on vendor requirements, workplace policies and OH&S standards
	
	
	(
	(

	3.3
Submit advice to the appropriate person for verification
	
	
	(
	(

	BSBCMN106A
Follow workplace safety procedures
	
	
	
	

	1
Follow workplace safety procedures
	
	
	
	

	1.1
Hazards in the work area are recognised, while under direct supervision and reported to appropriate people according the workplace procedures
	
	
	(
	(

	1.2
Workplace procedures and work instruction for own area of responsibility, for assessing and controlling risks are followed accurately while under supervision
	
	
	(
	(

	1.3
Workplace procedures for dealing with incidents (accidents), fire and other emergencies are followed under direct supervision, whenever necessary within the scope of responsibilities and competencies
	
	
	(
	

	2
Contribute to occupational health and safety in the workplace
	
	
	
	

	2.1
Occupational Health and Safety issues are raised with appropriate people in accordance with workplace procedures and relevant Occupational Health and Safety legislation
	
	
	(
	(

	2.2
Contributions to participative arrangements for Occupational Health and Safety management in the workplace are made within organisational procedures and the scope of responsibilities and competencies
	
	
	(
	(


HSC Requirements and Advice – Key terms and concepts:

	Apply occupational health and safety procedures

	· appropriate person/s

· consultation

· correct manual handling techniques

· cost of workplace injury

· design, awareness and training

· emergency procedures

· emergency situations

· employer and employee responsibilities

· ergonomic requirements 

· ergonomic solutions

· evacuation plan

· hazard

· hierarchy of risk control measures

· legislation, regulations and codes of practice

· monitoring

· occupational health and safety (OHS)

· Occupational Health and Safety Act 2000 (NSW)

· Occupational Health and Safety Regulations 2001(NSW)

· OHS policies, procedures and practices 

· OHS representative/committee

· OHS standards
	· participation 

· person/s responsible for OHS 

· recording and reporting

· review and assess (OHS audit) workplace and workstation

· risk management

· safe work practices

· safety signs and symbols

· seeking assistance

· sources of information

· weight limits

· work environment

· work station

· WorkCover NSW

· working with electricity

· workplace documentation and reports.


Introduction to IT - Basic computer operation

Hardware

Parts of a computer:

· hardware components

· peripheral devices

Class Task  (H/W) 

Write a procedure to outline the process of starting up and shutting down a computer. Include the process of logging on and off a network. You may use screen images or pictures to illustrate the process. 

This task is also to be included in your first competency task 

Group Task

In small groups brainstorm the following, create a list and report back to the class:

· common input and output devices found in the workplace

· peripheral hardware and its appropriate application including:

- printers of various types

- types of VDU (CRT, LCD, projector etc)

· interfaces and connections found on the computer

After reporting back (and adding devices other groups suggested) complete the tables below for each bullet. Each row in your tables should contain the name of the hardware device, an image of each hardware device along with a description of how it is used.

Common Input and Output Devices

	Name
	Image
	Description

	Keyboard
	[image: image1.png]



	An input device for entering characters.

	Mouse
	
	

	Printer
	
	

	Monitor
	
	

	
	
	

	
	
	

	
	
	


PrinterTypes

	Name
	Image
	Description

	Dot Matrix
	
	

	Ink/Bubble Jet
	
	

	Laser
	
	

	
	
	


Visual Display Unit  (Monitor) Types

	Name
	Image
	Description

	CRT
	
	

	LCD
	
	

	Projector
	
	

	
	
	


Interfaces and Connections

	Name
	Image
	Description

	USB
	
	

	
	
	

	
	
	

	
	
	


Software

What is the role of an operating system (OS)?

Create a list identifying a range of operating systems. Conduct internet research on the following OS and outline where they would most commonly be used:

Windows 

Mac OS X 

Linux.

How does an OS differ from application software?

Create a table listing a range of application software. 

For each software product, identify:

· the developer

· the platform 

· a range of features unique to each/the tasks each can be used to accomplish.

Operating a personal computer:

· start up and shut down

· access system

· network log in

· system information (hardware and software)

· on-line help functions

· access application programs

· create and use desktop icons

· manipulate icons

· open and close applications

· use directories/folders

· create, name and rename

· identify attributes

· move

· access via different paths

· use files

· search for files using system browser

· commonly used files

· select, open and rename groups of files

· move files

· copy files

· restore deleted files

· erase and format disks

· save files

· print

· use/adjust printer settings

· add a printer

· set default printer

· print jobs

· view and delete print jobs

Complete your first Competency Task by creating a user guide outlining the above tasks.

Safety in the workplace

Occupation Health and Safety is concerned with protecting the safety, health and welfare of people engaged in work or employment. When we discuss OHS we also consider policies and procedures that are implemented to assist in achieving this goal.

The cost of workplace injury:

· human

· social

· economic

· organisational.

Participate in the class discussion on the costs of workplace injury

An understanding of how the objectives of occupational health and safety (OHS) – to increase productivity, safety and comfort – can be met through the use of:

· design

· awareness

· training.

Sources of information regarding OHS in the workplace:

· organisation/company policies and procedures

· safety/emergency/incident plan

· Australian Standards

· training manuals

· operator’s manuals

· WorkCover NSW and National Occupational Health and Safety Commission (NOHSC) publications/safety alerts

· legislation/regulations/codes of practice

· manufacturer’s specifications.

OHS Legislation

A basic awareness of the differences between:

· an act 

· a regulation

· codes of practice

· standards.

An act
Sets down the legal rules to ensure a safe and healthy working environment. It is the law passed by parliament. 
A regulation
Defines more specifically the requirements under the act. Outlines duties to control risk associated with hazard and procedures to control risks and/or hazards.
Each state and territory has its own regulations which are made under the principles of the Acts governing OHS.
Codes of practice
Codes of practice are additional advisory documents on how the regulations can be met and ways to comply with the act. They often cover only specific areas within the act and regulation.

State governments approve codes of practice. 

Standards
· Australian standards are developed by Standards Australia a non-government, non-profit organisation. They provide technical and design advice. Each standard is referenced with a number beginning with AS. Deal with standards including – safety and emergency equipment, fire safety equipment, health and safety provisions and specific pieces of equipment

· National standards developed by NOHSC. National standards cover a range of workplace health and safety problems such as noise and dangerous working conditions. Deal with standards including – noise, asbestos, occupational overuse syndrome and safe working in a confined place

· Industry specific Standards – developed by employer associations, trade unions and industry bodies. They offer practical advice and guidelines for a specific workplace/industry. 

A basic understanding of OHS legislation and codes of practice:

· Occupational Health and Safety Act 2000 (NSW)

· Occupational Health and Safety Regulations 2001 (NSW)

· Workers Compensation Act 1987 (NSW) and amendments

· Workplace Injury Management and Workers Compensation Act 1998 (NSW)

· Codes of practice (WorkCover NSW)

· OHS Consultation 

· Risk Assessment.

Research the OHS legislation below using the Australasian Legal Information Institute website http://www.austlii.edu.au/ (you can search for each Act or regulation directly)
•
Occupational Health and Safety Act 2000 (NSW)

•
Occupational Health and Safety Regulations 2001 (NSW)

•
Workers Compensation Act 1987 (NSW) and amendments

•
Workplace Injury Management and Workers Compensation Act 1998 (NSW)

Ensure that you understand the responsibilities and/or rights of employees and employers under each article of legislation.

Employer responsibilities under the OHS Act:

· maintaining places of work under their control in a safe condition, and ensuring safe entrances and exits

· making arrangements to ensure the safe handling, storage and transport of plant and substances

· providing and maintaining systems of work and work environments that are safe and without risks to health

· providing information, instruction, training and supervision necessary to ensure the health and safety of employees

· providing adequate facilities for the welfare of employees

· must not require employees to pay for anything done or provided to meet the requirements of the Act or Regulation

· must consult with employees about OHS matters to enable them to contribute to decisions affecting their health, safety and welfare

· must ensure the health and safety of visitors or people working who are not employees.

Employee responsibilities under the OHS Act:

· employees must take reasonable care of the health and safety of themselves and others

· employees must cooperate with employers in their efforts to comply with occupational health and safety requirements

· employees must not interfere with or misuse things provided for the health, safety or welfare of persons at work

· employees must not obstruct attempts to give aid or attempts to prevent serious risk to the health and safety of a person at work

· employees must not refuse a reasonable request to assist in giving aid or preventing a risk to health and safety

· employees must not disrupt workplace by creating false health or safety fears.

Key bodies in OHS 

The concept of ‘participation’ and ‘consultation’ as it relates to workplace safety and employee rights and responsibilities. 
An acknowledgement that OHS is everyone’s responsibility in the workplace.

Read sections 20-25 of the Occupational Health and Safety Act 2000 (NSW) headed 'Division 3 – related duties, http://www.austlii.edu.au/au/legis/nsw/consol_act/ohasa2000273/#s20  

For each area below describe the responsibilities and rights that employees have with regards to participation and consultation in workplace safety.

•
Duties of Employees (section 20, 21, 24 & 25)

•
Purchasing safety equipment required by Act (Section 22)
•
Dismissal of Employees (section 23)

•
Penalties for individuals (each section has penalties listed at the bottom)
(see http://www.austlii.edu.au/au/legis/nsw/consol_act/cpa1999278/s17.html for the dollar value of a “penalty unit”)
An understanding of the election/formation, roles and responsibilities of the OHS representatives or committee in the workplace.

Read sections 13-19 of the Occupational Health and Safety Act 2000 (NSW) headed 'Division 2 - Duty to Consult', http://www.austlii.edu.au/au/legis/nsw/consol_act/ohasa2000273/#s13 

Under each of the following sections describe the responsibilities that employers have with regards to participation and consultation in workplace safety.

•
Duties of Employers (section 13,17)
•
How and when should consultation take place (section 14-18)

See http://www.nswbusinesschamber.com.au/?content=/channels/Occupational_Health_and_Safety/Guidelines_policies_and_procedures/_Overview/safety_consultationfaq.xml for an faq that may help.
A basic understanding of the roles and functions of key bodies involved in OHS:

· WorkCover NSW

· NOHSC

· local councils

· unions

· professional associations.

Using the internet research and complete the table below for each of the above bodies outlining the role and function of each. A starting point url has been included.
	Key Body
	Role and Function (in relation to OHS)

	WorkCover NSW

http://www.workcover.nsw.gov.au 
	

	NOHSC (replaced by Safe Work Australia) http://www.safeworkaustralia.gov.au 
	

	local councils

http://www.lgsa.org.au/www/html/2256-ohs-council-obligations.asp 
	

	Unions http://www.actu.org.au/Campaigns/HealthandSafety.aspx 
	

	professional associations
	


Safe work practices

Safe work practices:

· OHS induction training (general, work activity and location specific)

· selection of appropriate tools for the task

· correct use, maintenance and storage of tools, equipment and machinery

· correct handling, application, transport and storage of materials.

· safe posture (sitting, standing, bending and lifting)

· correct manual handling (lifting and transferring)

· correct use of fire fighting equipment:

· fire blanket

· fire extinguishers

· hazard identification and risk control

· basic first aid training and access to first aid kits

· procedures to follow in the event of an emergency

· effective communication and teamwork

· adherence to work instructions, organisation/company policy and standard operating procedures

· housekeeping/clean-up procedures with due consideration to OHS and the environment.

An awareness of legal requirements for weight limits.

Knowledge of correct manual handling techniques when:

· moving

· lifting/carrying

· using hand tools

· loading/unloading

· working at heights

· bending and twisting

· using mechanical aids

· undertaking repetitious tasks.

Selection and use of standard safety signs and symbols common to an information technology work environment:

· legislative requirements

· meaning of shape and colour

· appropriate placement and positioning.

Identification of safety requirements when working with electricity:

· general electrical safety

· proper position/placement of cables/leads

· storage of excess cables/leads

· cables/leads in good working condition

· safety/lockout tagging as appropriate.

Ergonomics

Identification of environmental and ergonomic requirements of a workstation:

· environmental factors

· lighting

· noise

· ventilation

· ergonomic

· furniture

· desk

· chair

· footrest

· arm rest

· equipment 

· monitor

· keyboard

· mouse 

· document holder

· behavioural

· posture

· exercise

· time for break.

Knowledge and application of basic ergonomic solutions relating to products and people/production interaction to reduce potential harm to a user when performing computer-related tasks.
Hazard identification and risk management

A definition of: 

· hazard.

A basic understanding of risk management:

· identify hazards

· assess associated risks

· use appropriate control measures to eliminate or minimise risks

· monitor and review the control measures.

Identification of potential hazards to:

· self 

· visitors

· colleagues

· the general public.

A range of hazards:

· tools and equipment

· operation

· maintenance

· manual handling

· materials in use

· work processes/practices

· work environment

· poor/inadequate lighting

· inadequate amenities

· lack of storage and/or shelving

· poor housekeeping

· wet or slippery floors

· exposed cables, extension leads and wires 

· damaged carpets

· falling objects

· noise

· vibration

· poor ventilation

· working

· alone

· with electricity

· in confined spaces

· human factors

· stress

· violence/bullying

· playing practical jokes

· fatigue

· failure to follow procedures

· lack of training or experience

· carelessness

· poor personal health/hygiene

· using wrong techniques/procedures

· ignoring safety rules/signs

· taking short cuts

· knowingly using unsafe equipment/tools.

Knowledge of designated personnel in relation to hazard identification and control within an organisation/company.

A basic awareness of the hierarchy of risk control measures:

· Level 1 – eliminate the risk (such as discontinue the activity or not use the equipment)

· Level 2 – minimise the risk by

· substituting the system of work/equipment (with something safer)

· modifying the system of work/equipment (to make it safer)

· isolating the hazard (such as introducing a restrictive work area)

· introducing engineering control (such as monitor screens)

· Level 3 – other controls

· adopt administrative controls and safe work practices

· use personal protective equipment (PPE).

On the next page is a diagram showing some of the Workplace Hazards you might be exposed to when working in an IT environment.

For each of the hazards you need to complete the following:-

•
Explain: a brief explanation of the hazard

•
Eg: at least 2 examples of the hazard in the workplace

•
Fix: at least 2 ways the hazard can be avoided or corrected

The Trip Hazards circle has been done for you as an example.


[image: image2]

OHS Monitoring and Reporting

A basic awareness of monitoring and reporting for OHS:

· formal/informal

· verbal

· written

· safety inspection reports

· checklists

· accident reports

· WorkCover NSW notification

· registers/logs/files.

The importance of acting within level of authority in terms of:

· taking initiative

· problem-solving

· decision-making.

Appropriate person(s) for reporting OHS concerns/issues:

· supervisor/team leader

· manager

· trainer

· OHS representative/committee

· union representative.

How and when to report.

A range of sample workplace documents for safety inspection checklists/reports.

An awareness of current business practice in relation to preparing reports.

A basic OHS audit of an information technology (IT) workplace environment.

See Task 4 Competency Task. 

Examine the room in which you have access to computer(s) for your IT lessons.

Make notes about each of the following issues on this page and then type a report titled “OH&S Audit on Room XX” (where XX is the room number of the room you have analysed).

1. Lighting (adequacy for reading texts, natural vs electrical, type of electric lighting present, etc)

2. Ventilation

3. Dust and general cleanliness

4. Noise (any constant low level noise, as well as louder, more infrequent noises, inside and outside room)

5. Length of time computer users spend at terminals

6. Electrical hazards (cords and wires in exposed locations, number of items plugged into single power outlets, liquids in proximity to electrical equipment, etc)

7. Exposure of people to electromagnetic radiation

8. Physical hazards such as slippery floors, cords or worn carpet that people may trip on, hooks or nails in dangerous positions, things that may fall, etc.

9. The behaviour of people who use the room with regard to the safety of themselves and others

10. Procedures used for moving heavy items such as computer monitors and desks

11. Signs listing safe procedures to be followed, or warning of hazards

12. Location of toilets and First Aid facilities

Emergency situations

Emergency situations:

· bomb threats

· accidents/serious injury

· robbery 

· fire

· armed hold-up

· natural disasters.

Procedures to follow in the event of an emergency:

· notification

· appropriate authorities (emergency services and WorkCover NSW)

· colleagues

· supervisor

· workplace/company policies and procedures

· evacuate

· secure building.

· reporting.

How and when to seek assistance.

Knowledge of emergency contact numbers:

‘000’ – landline number

‘112’ – mobile phones.

An awareness of information required by emergency services attending the site:

· location

· nearest cross-street

· nature of the incident 

· number of casualties

· nature of injuries

· contact name and number.

A basic awareness of the primary role of personnel in an emergency:

· first aid officer

· safety officer/safety representative

· OHS committee member

· colleagues

· manager

· supervisor/team leader

· emergency services

· WorkCover NSW

· union representative.

An acknowledgement of the importance of training in safe work practices and emergency procedures to meet OHS requirements.

OHS Policies

An awareness of the difference between OHS standards and OHS policies, procedures and practices.

OHS standards common to an IT environment in relation to:

· work stations and associated equipment

· work environment

· manual handling

· employee behaviour.

Preparation of draft OHS documentation for a workplace conducting IT related activities.

An understanding of current business practices in relation to preparing required OHS documentation.

An understanding of the importance of audit trails and version control for workplace policy/procedure documentation/manuals.




Some Workplace Hazards








Trip Hazards


Explain: These are objects that can be tripped over


Eg: boxes, open drawers, cables on floor


Fix: using storage properly, tape cable to floor, use cable cover, move object from floor





Lighting


Explain: 


Eg: 


Fix: 





Noise Hazards


Explain: 


Eg: 


Fix: 





Electrical Hazards


Explain: 


Eg: 


Fix: 














Materials in use


Explain: 


Eg: 


Fix: 








Manual Handling


Explain: 


Eg: 


Fix: 











