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Trainer/assessor guide

TLILOOO?

Complete workplace induction
procedures

Welcome to this unit of study

This unit involves the skills and knowledge required to
complete workplace induction procedures.

It includes identifying major workplace areas in terms of
functions, organisational structures and roles, organising
and accepting responsibility for own workload, and
following workplace practices. It also includes participating
in identifying and meeting own learning needs, and
planning and organising a personal daily routine.

Workplace induction is completed to enable a worker to
enter a workplace and to participate safely and effectively
in workplace activities.

Work is performed under some supervision, generally
within a team environment.

It may be undertaken as:

»» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

- v

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Identify major workplace areas in terms of functions, organisational structures and roles. .................. 5
Workplace layout, and work activities conducted in each work area are identified .........c.cocccvvvinnecneennn. 5
Workplace organisational structure and the relationship of each role are outlined.........cccoeevecvvvinerieenennn. 8

Types of workplace facilities, their purpose and potential risk factors are identified ........cccceeveeevvenerrecenenen 9

Equipment and technology used in the workplace are outlined in terms of function and physical

CRATACEEIISTICS .ottt b et s a bbb b bt b st snen 12
Individual responsibilities are identified and acted on in the conduct of assigned duties .......c.ccoceevevruenne. 14
Internal and external customers and the workplace areas that serve them are identified.........c.cccecvvunne. 15
Workplace hazards are identified and related workplace control measures are followed............cccceueuueee. 17

Relevant personal protective equipment (PPE) is identified and correctly used in accordance with
WOTKPIGCE PrOCEAUIES. ...ttt sttt sttt sttt s et e st e s bt st et e s b e sbe s st esbesbesstestebesbesatessesbeeseestensesbesneensenes 20

Workplace emergency procedures are identified and followed in real or simulated emergency

STEUATIONS ottt s b bbb bbb bbb a et et b et 22
Check YOUT UNAEISTANGING ....couiviirieieiertirieietriesteet ettt ettt ettt st be bbb et b s b b et ebe s b e bensesesbessenseneenes 25
Topic 2: Organise and accept responsibility for OWn Workload ..........ccoecveieivinecieiinineeeeeseee e 27
Priorities and deadlines are established in consultation with others, as required, and recorded ............. 27
Work activities are planned and work progress communicated to others, as required ..........cccocevueverennne 29

Work is completed to the standard expected in the workplace and in accordance with workplace
PIOCEAUIES ..ovtiiieitetenteet ettt st et e testesut et e sbe s bt st esbesbesbeest e besheestestesbesbaentesbesaeeasentenbesheeasenbesbesssenbenbesheensensenbessnensans 31

Variations and difficulties affecting work requirements are identified and reported to appropriate

PEIrSONNEN, @S FEOUITEA ..c.viiiieiieiirieteteese sttt ettt et et ettt bt be st et et ebe st et e st ebesbeste st esesbesbebeneeresbesensenens 33
Support, if required, is sought from appropriate PersonNNel .......cooevevrirenennenerereeeee e 35
Check YOUT UNAEIrSTANGAING ....ccviiiriiriieiietieseete ettt ettt sttt et b e sbe s st e besbesbe et enbesaesasensensesaasnsenses 37
TOPIC 3: FOIOW WOTKPIACE PraCliCeS....iiirieieiiriirieieteie sttt sttt sttt sbe st st e b st s te e esesbesbenaenesbesbensenens 39

Workplace procedures, regulations and legislation appropriate to the position are identified and

FOHOWE .ttt ekt b et sb bbb b bt ne bt e 39
Commitments to internal and external CUStOMErS are MEL ......ccoeveerinerereee e 41
Workplace confidentiality is maintained in accordance with workplace procedures.........ccccecvveveniecvreniens 44
Codes Of CONAUCE are FOHOWET .....ccvovieirieirieiiircreee ettt st 46
Workplace security procedures are identified and followed ... 47
Check YOUT UNAEISTANGAING ....oceiiiieriieiietiereet ettt sttt ettt s bt et st esbe e st e besbesbe et enbesaesasensenbesaaensenses 49
Topic 4: Participate in identifying and meeting own learning NEEAS .........cccocevivierieirinenieenesenieeee e seens 51

Organisational structure, career paths and training opportunities appropriate to the workplace are

TAENTIFIEA ...ttt st n et 51
Steps are taken, in consultation with appropriate personnel, to identify own learning needs................... 53
Opportunities are taken to establish networks and working relationships with others ........ccccoceveverennene. 54
Feedback from appropriate personnel is acted UpPoN, as rEQUIred ........oevueverenieriererenenenieesesesiesseeseenees 56
Check YOUT UNAEISTANGING ....couiviirieieieriinieietri ettt ettt ettt st et be st b et s e bbb et ebesb e bentenesbessenseneens 57

TLILOOO7: Complete workplace induction procedures (Trainer/assessor guide)
© smallprint V6 Jul 2022



Topic 5: Plan and organise a personal daily FOULINE ......c..ciiiieririerieereeteee ettt sttt sttt eaes 59

Daily routine is planned in accordance with workplace requIirements ........cccveveerienenerneneneneese e 59
Clarification of task requirements is SOUZht, @S aPPrOPriate.....cccccvirerieirineniertrerereeeee e e 61
Achievable time and other performance measures are agreed and Met .........ccocecveinvinnennecnnecnenene, 62

Tasks are completed and variations to plan are identified and reported to appropriate personnel......... 64

Check YOUT UNAEISTANAING ..cc.evveieiriirieieieiesieiete sttt sttt sttt e st e e b st e be st e e sbesbessesassasbensesaesessessenseneesenns 65

TOPIC 6: ADAITIONAI TEAIMINE c..oviuieiieierietceeree ettt b e sttt s b e bt e be s b st e e et ebesbe e e e sbesbeeeneebesne 67
EMPIOYMENT CONAITIONS .ttt ettt ettt b e st sa et be b st et e e s b s e e s entebesbesseneenesbens 67
RETEIEINCES ...ttt ettt bt b bbbt e bbb e b e e e b e st s b e b e b e ke st b e bt b e bt beae b e bt b b et s bebenaebeneas 69
ASSESSMENT WOFKDOOK ...ttt ettt sttt st st st st st s st 71
UNIE INFOIMIGTION ..ttt ettt sttt b et n et n bt saen e 73
What is competency-based aSSESSIMENT?......c.iv ittt sttt et st s be e 74
HOoW Will MY COMPELENCY D@ @SSESSEAT....cuiiiiiieeeietereetete sttt sttt sttt st s bt et e sbesbe et ebesbesbe et enbesaesaseneen 75
ASSESSMENT EIEEIMIENT ... ittt ettt ettt et e s e sreesh e e s bt e s aeesate s st e eae e ea s e e st saseeaseease e s e e bee bt esseenseesreenseesanesneenne 76
FOUNdation SKillS CRECKIIST.....c.iiviiiiiieirieie ettt et en e 77
SKillS FECOGNITION.....eeeirreeteeeeteeerteetrtee et es e eete et et st e st s se st e sse st e se s e e sessesssessasssassasssessesssessesssasseessasssessessesssssseses 78
Topic 1: Identify major workplace areas in terms of functions, organisational structures and roles................. 79
Topic 2: Organise and accept responsibility for own workload ..........cccecvnecniinninniiincneee 80
TOPIC 3: FOIOW WOIKPIACE PraCliCeS...c.iiiiriirieieiisieetete sttt sttt sttt ettt sttt e st et e st e sbe st enbesbesaeennen 81
Topic 4: Participate in identifying and meeting own 1€arning NEEAS ........c.ccvevivcirirenienenieneneneeese et 82
Topic 5: Plan and organise a personal daily FOULINE .....c.cocvirieiiininenteees ettt 83
KNOWIEAZE QUESTIONS .....eeeniereeteeerteetrteetestestesees st essesteestsssesstessesstassesssessesssesstsssesstessesssessesssessessesssessesseessesseessassanss 84
Topic 1: Identify major workplace areas in terms of functions, organisational structures and roles................. 85
Topic 2: Organise and accept responsibility for own workload ...........cccoeveveneninnnineceneeeeee e 101
TOPIC 3: FOIOW WOIKPIGCE PraCliCeS. ..cueiieiiiiiieiteierieseete ettt ettt sttt et et sbe st e b e sbesaeeasensesbesseeaee 108
Topic 4: Participate in identifying and meeting own learning NEEAS .........ccvecevirerieerienenieneeeseseeese e 115
Topic 5: Plan and organise a personal daily FOULINE ........ccueirirerienirineeeeese sttt 121
TopiC 6: SPECific KNOWIEAZE VIAENCE ....c..euieiiriiieietet ettt sttt be st ene e 125

o 0 =T ot TS 127
PractiCal @SSESSIMENT ......iiviiiiiiiiiiiitii ettt sttt e st s st et e e st e s st e et e e st e e st e s st e abees 131
OVEIVIBW ..ttt bbb bbbt bt e b e b s a e b s b bt et e ab e b e s b e e bt s be e ab et et e b e sb e bt sae e st e s enbe e 131
INSErUCLIONS FOI TNE I@AIMIEN ...ttt st s b e st b e st be e e ebe b ne 133
LA N @8I EEIMENT ..utiiteeieeterite sttt et et et et e st e s bt e be et e s besabesutesaeesbeesteeateeatesbbessbesbeesbeenseeaseeatesatesaeesbeenbeentenasanasenseensenn 134
Instructions for trainer/assessor OF Third PArTY ..ot sttt b e st bbb e 135
Third party evidence COlleCtion @8rEEMENT......ccciviiiirieirereere ettt ettt sttt be st et s b st e e s be e e ene 136
PractiCal deMONSTIATION c..c.civiiiiiiccrec ettt s n et n et n e 137
SIMUIBEION .ttt et ettt st b et s b et n et sa bt n bt snebens 138
(@] o] o1 =T uTo Yo I =T ol o] /e [P RRRRRURRR 157
L0 L Ty g F= T o] o 1 o =4SP PR 158
Trainer/assessor iNStructions and FrEQUIFEMENTS.........cccvcereereereereeretretreerereseressstsssesesesesesesesenesesssesssesessnssensanns 162

TLILO0O7: Complete workplace induction procedures (Trainer/assessor guide)
© smallprint V6 Jul 2022 )



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:

»»  ldentify major workplace areas in terms of functions, organisational structures and roles
»»  Organise and accept responsibility for own workload

»»  Follow workplace practices

»»  Participate in identifying and meeting own learning needs

»»  Plan and organise a personal daily routine

»»  Additional learning

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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