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Welcome to English for the Cleaning Industry.
The aim of this course is to provide you with language and information to make your workplace a safer, more efficient and more enjoyable place to work.
The course is divided into eight sessions and this booklet is designed to provide you with information, activities and further resources to help you get the most out of each session. 
There are blank pages at the end of each session where you can take notes. If you need more information at any point of your training feel free to ask your trainer.
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1. [bookmark: _Toc330307053]Communication and Conversations in the Workplace 

IMAGE – WORKPLACE CONVERSATIONS 

1.1   Imagine it’s your first day at a new workplace and you are meeting your colleagues for the first time. What would you tell them about you? 

Write five things about yourself under the following headings that you would share with people in the workplace. 

Employment history 

1._________________________________________________________________

2._________________________________________________________________

3._________________________________________________________________

4._________________________________________________________________

5.__________________________________________________________________

Family / background 

1.__________________________________________________________________

2 __________________________________________________________________

3.__________________________________________________________________

4.__________________________________________________________________

5.__________________________________________________________________

Interests / hobbies / free time 

1.________________________________________________________________

2.________________________________________________________________

3.________________________________________________________________

4.________________________________________________________________

5._______________________________________________________________

1.2 What kind of things do you talk about at work in Australia?
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

 1.3 What did you talk about at work in your country? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

1.4 Safe Topics
We sometimes talk about ‘safe topics’ or ‘small talk’ in the workplace. What do you think is meant by the phrases ‘safe topics ‘and ‘small talk’ ? 

In your group make a list of all the ‘safe topics’ for the workplace you can think of.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________


1.5 Role Play 
Choose one of the topics above, you will be asked to speak with a partner for 2 minutes on the topic you have chosen. You will have 10 minutes to prepare before you present your ‘small talk’ to the rest of the class. 













Notes 















































2. Communication and Conversations in the Workplace 2


2.1 Facial Expressions 
In some cultures people keep the same facial expression or look on their face all the time. They might be happy, sad, confused or angry but you wouldn’t know just by looking at their face. 
In Australia, we often use facial expressions to communicate how we are feeling. We also look at other people’s expressions to try and understand what they are thinking or feeling.
Your trainer will give you some pictures to look at, see if you can guess what the person in the pictures is thinking or feeling from their expressions.

2.2 Body Language 
Another form of non verbal communication we use a lot is body language.
Generally, we say that if a person is sitting in a ‘closed position’ they are not in a good mood, bored or unhappy. An ‘open position’ can mean the opposite, that a person is paying attention and interested. 

[image: http://1.bp.blogspot.com/-nPtApBRzDg0/UAmotaSL5ZI/AAAAAAAABKE/D8jRb3hScUk/s1600/angry-annoyed.jpg][image: http://i.ytimg.com/vi/Jd_2J8qnyZQ/0.jpg] 






2.3 Gestures 
Many cultures have different ways they use gestures to communicate. Below are some examples of different cultures using the same gesture in different ways.  For each example write a few sentences explaining how this could lead to a misunderstanding.

In some Asian cultures, keeping direct eye contact can be seen as aggressive and rude.
In Australia, during job interviews in particular, people are expected to make and keep eye contact. 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

In Brazilian culture, people usually stand quite close when talking or standing in lines.
In Australian culture, we like to keep a distance or ‘personal space’ with work members and strangers. 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

In Nigeria, if you wink at a child it means you want them to leave the room. 
In Australia, a wink can mean a shared secret or a sign that someone is joking.

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Traditional Indian women will usually not shake hands with men.
It is normal in Australia to shake the hand of a person you are meeting for the first time for both men and women. 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
[image: http://s1.hubimg.com/u/4524360_f260.jpg]

The ‘o.k.’ sign can mean many different things. 
In Japan it usually refers to money. 
In Australia, although it is not used much, it is understood as ‘everything is okay’ or going well. 
In Greece it is seen as a very bad insult.
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Can you think of any gestures or use of body language from your own culture that are used differently in Australian culture? 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




2.4 Misunderstandings 
Misunderstandings between people of different cultures can happen for many reasons, language can be one reason, but there is also the issue of non verbal communication being so different across cultures.  

Can you think of a time you were involved in a misunderstanding? What happened? Why do you think it happen? How was it resolved? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

2.5 Ming and Sala
Read the stories for Ming and Sala then answer the questions below. 

	Ming works in a car factory on a production line. He works hard and always completes all his jobs on time. One pay period he realised that he had been underpaid. He went to ask his boss about this who laughed and said “It’s because you’re such a slacker.” Ming went home and looked up the word in the dictionary. Ming was upset and thought his boss was discriminating against him. 
The next day the rest of his pay was put into his bank account. 

	Sala, “People at my work are always feeling my hair. It makes me uncomfortable. We don’t go around touching people on the head in my Fijian culture.  But not just that…if we walk into a room and there are people sitting on the floor, we always excuse ourselves and bend a bit as we walk past them so we’re not towering so much over them. Australian people are rude. “
[image: Drawing of a woman touching another woman’s hair and saying ‘What a wonderful mop of curls’ with the other woman thinking ‘I know she means well, but I just wish she would stop. One should not touch people’s heads”,]



1- What is happening in this situation?

Ming_____________________________________________________________________________

Sala______________________________________________________________________________

2- Why has there been a misunderstanding? 

Ming_____________________________________________________________________________

Sala______________________________________________________________________________

3- What do you think should be done to solve this problem? 

Ming_____________________________________________________________________________

Sala______________________________________________________________________________
Notes 















































3. [image: http://www.safetyforusisfirst.com/images/sign_1.jpg] An Introduction to Occupational Health and Safety

     
3.1 OHS?? 
What words do you think of when you hear ‘Occupational Health and Safety’?

__________________________________________________________________________________

__________________________________________________________________________________

3.2 Hazards
Talk with a partner for a few minutes and make a list of all the things you think could be a hazard or danger in a workplace. (You can use your own workplace or think of any other workplace)

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Hazards and Risk Assessments 

When looking at Occupational Health and Safety we talk about hazards and risks assessment. 
A hazard is something in the workplace that that can cause harm to people. 
Once a hazard is identified we need to assess the level of risk so we know how to control the hazard.
When you assess something you are making a ‘judgement or decision’ about that thing.  When you assess a risk you are making a decision about how dangerous the hazard is that you have found.













3.3 Types of Hazards 
Hazards are organised under the following headings: 

1. Mechanical Hazards
2. Chemical and Biological Hazards
3. Sources of Energy
4. Body Stressing or Impact Hazards
5. Gravity
6. Psychological Hazards

	
Choose which type of hazard you think these examples are:

A. Activities that cause stress to the muscles or bones, ergonomic issues, lifting, goods or materials and things or circumstances that can cause a person to trip, slip, or fall at the same level. (__)

B. Chemicals, compounds, materials, flammable or toxic substances. (__)

C. Equipment and items that have the ability to cut, rip, tear, produce projectiles or cause sudden impact. (__) 

D. A range of things that have the potential to cause harm, including electricity, heat, cold and noise. (__)

E. Events or systems that have the potential to lead to mental and associated illness, including work – related stress, bullying, workplace violence and work related stress. (__)

F. Activities that are carried out where a person can fall or an object can fall onto people. (__)




3.4 See if you can identify which group of hazards your answers to question 3.2 belong in. 
 
3.5 Workplace Inspection     
Your tutor will give you a sample workplace inspection checklist to conduct on your training room.















Notes 














































4. Vocabulary for Cleaning and Understanding Instructions in the Workplace 

4.1 Equipment in the workplace 
Speak with a partner and make a list of all the equipment used in your workplace
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

4.2 See if you can match the nouns with the correct verbs in the box below and use them to create a sentence. 
Note - for many of the nouns there is more than one possible answer. 

	
chemical cleaner      broom     mop bucket     wet floor sign     desk    floor    carpet      vacuum cleaner

	
sweep        mop      place     wipe       clean       vacuum       use     spray




1.________________________________________________________________________________

2.________________________________________________________________________________

3.________________________________________________________________________________

4.________________________________________________________________________________

5.________________________________________________________________________________

6.________________________________________________________________________________

7.________________________________________________________________________________

8.________________________________________________________________________________




4.3 Listening activity  
You will need to listen to your partner and put the equipment in the right place. Your trainer will give you some pictures and a set of instructions. 
	
 (
window
)








 (
door
) (
door
)








 (
cupboard
)







4.4 Clarifying questions  
Sometimes it is difficult to understand instructions or information being given. People are often too embarrassed or feel uncomfortable to ask for the information to be repeated and this can be when misunderstandings and conflicts happen. 
Rather than asking a person to repeat information, it is possible to ask what we call a clarifying question to make sure the information has been understood correctly. 
Example 
	Than has just started a new job and needs to have a day off to take his wife to the doctor. He is not sure about the process for time off and he asks his supervisor “How do I ask for a day I need off?” 
His supervisor replies “You need to fill in a form two weeks before the day you need off, unless it’s for a medical reason, then you just let the boss know why you can’t come in and it should all be sweet.” 
Than thinks he understands the phrase ‘should all be sweet’ but isn’t 100% sure. He doesn’t want to do the wrong thing and get in trouble so he asks a clarifying question to make sure he has understood his supervisor correctly. 
“Do you mean it will be ok if I have the day off to take my wife to the doctor on Friday as long as I let the boss know why I need the day off? Even if I don’t fill in the form?”
“Yeah that’s right” replies his supervisor. 

Your trainer will give you a set of instructions / statements. Your partner will have a set of clarifying questions. Together you will need to match the instructions / statements with the correct clarifying questions. 
Notes 














































5. [image: http://www.irukandjijellyfish.com/img/aid.gif]Physical Hazards - prevention and treatment  
5.1 Preventing accidents 
Look at your list from session 3 activity 3.2. 
Can you identify ways to avoid or prevent each of these hazards? 
	Hazard
	Prevention 

	

	

	

	

	

	

	

	

	

	

	

	

	
	





5.2 Prevention is better than a cure
Where possible, make sure that all equipment is used correctly and there are no OHS issues in your workplace. In case an accident does happen, it’s good to know the best thing to do. 

All of the treatments below are for first assessments of the situation only. An experienced first aider or doctor should be called if the injury is very bad. 
If the injury is serious and involves chemicals you can call the poison information hotline on 131126 available 24 hours a day. 

Match these injuries with their treatments and write them in the spaces on the next page.  
Injuries 
· Twisted ankle from tripping over a cord
· Dangerous chemical contact with bare skin 
· Back strain from wrong lifting techniques
· Chemical splashed in eyes
· Someone has slipped on a spill and knocked their head
· Small cut on the hand from rusty equipment 
Treatments  
· Wash under cold running water for about 20 minutes
· Wash the wound, put on an antiseptic cream and ask professional / medical advice
· Encourage the person to sit down, apply ice and lift the injured body part above the heart level
· Check for bleeding and ask person to rest until a professional can be called
· Stop the activity immediately and re think technique being used
· Flush immediately with cold water and refer to MSDS for that chemical 


	Injury
	Treatment

	


	

	


	

	


	

	


	

	


	

	


	






















Which of the above injuries do you need to report to your supervisor / manager?   

5.3 – Lifting techniques 

Bad lifting techniques can cause permanent damage to your back and spine. It is important that you always lift things correctly.  Write some safe lifting instructions for your workplace using these pictures to write ‘Do’ and ‘Don’t ‘instructions. 
There is an example for you below.

	1.[image: http://techpubs.sgi.com/library/dynaweb_docs/0650/SGI_EndUser/books/Fuel_UG/sgi_html/figures/1-2.lifting.the.chassis.gif]
	2.
[image: http://stjoesafetycouncil.org/Images/backstrain.gif]
	3.

[image: http://my.clevelandclinic.org/PublishingImages/HIC/good_lift.gif]
	4.

[image: http://www.videotrainingpower.com/res/shared/img/eris/erispltw_vod_04.jpg]

	5. 
[image: http://t0.gstatic.com/images?q=tbn:ANd9GcTf-Ir0eF1_SRAqaKLVT_OzGfFbCqNTW-V8Sx0xYzm7iltYiPtm]
	6.
[image: https://media.pitchcare.com/L/rNBx3GfLHvjLw5hBVKs9.jpg]
	7.
[image: http://www.alsindependence.com/LIFTING%202.jpg]

	8. 
[image: http://img.ehowcdn.com/article-new/ehow/images/a08/8d/9v/advantages-kinetic-handling-800x800.jpg]




1.  Do – Lift heavy objects with two or more people   Don’t – Lift heavy objects on your own

2.________________________________________________________________________________

3.________________________________________________________________________________

4.________________________________________________________________________________

5.________________________________________________________________________________

6.________________________________________________________________________________

7.________________________________________________________________________________

8.________________________________________________________________________________

Here are some simple rules you can follow to make sure you don’t hurt yourself when lifting 
1. Plan ahead before lifting.
Knowing what you're doing and where you're going will stop you from making bad movements while holding something heavy. Clear a path, and if lifting something with another person, make sure both of you agree on the plan.
2. Lift close to your body.
You will be a stronger and better lifter if the object is held close to your body. Make sure you have a good hold on the object you are lifting, and keep it balanced close to your body.
3. Feet shoulder width apart.
A solid base of support is important when lifting. Holding your feet too close together will be unstable, too far apart will make moving hard. Keep your feet shoulder width apart and take short steps.
4. Bend your knees and keep your back straight.
Practice the lifting motion before you lift the object, and think about your motion before you lift. Focus on keeping your spine straight.
5. Tighten your stomach muscles.
Tightening your stomach muscles will hold your back in a good lifting position and will help prevent too much stress on your back.
6. Lift with your legs.
Your legs are many times stronger than your back muscles--let your strength work in your favour. Again, lower to the ground by bending your knees, not your back. Keeping your eyes focused upwards helps to keep your back straight.
7. If you're straining, get help.
If an object is too heavy, or difficult in shape, make sure you have someone around who can help you lift.



5.4 Fill in the missing words 
Read the summary below and use the words in the box to fill in the blanks.
	eyes   back     body   bend   walking stop  position   damage   walking  object   


1. Never bend your ______to pick something up.
It's just not worth the _______ that improper lifting technique can cause.
2. Hold the object close to your ______.
You are a much more stable lifter if you're not reaching for a _____.
3. Don't twist or _____.
Face in the direction you are _____. If you need to turn, _____, turn in small steps, and then continue ______.
4. Keep your _____ up.
Looking slightly upwards will help you maintain a better ______of the spine.

Notes 























6. Chemical Cleaners - storage and labels

6.1 Vocabulary 
When we talk about dangerous chemicals there are certain words you need to know the meaning of. See if you can match the words with their meaning in the activity below. 

	dispose        ecological        toxic            combustive/ flammable         supplier

flash –point         manufacturer       oxidising        corrosive


	1.  A product that could catch or be set on fire is sometimes called   ___________.
2. An example of a _______________ chemical is acid. 
3. When a chemical changes or reacts when exposed to another chemical this can be called ______________________.
4. To do with the environment    ___________
5. Harmful substances are often called __________.
6. A _____________ is a company or person who makes the chemical. 
7.  If you _________ of something you are getting rid of it. 
8.  ____________ is at what temperature something may catch fire.
9. A person or company that provides something is called a ___________. 


[image: Image of a assortment of chemicals and chemical handling and storage equipment.]
6.2 Rules for working with chemicals 
Chemicals can be nasty things to deal with. They come in different forms: solids, liquids and gas. Many chemicals can affect your health.
When using chemicals in any workplace you should follow these rules:
1. Chemicals must always be clearly labelled.
2. Chemicals must always be stored in the right place.
3. Always check a chemical's Material Safety Data Sheet (MSDS) before using it.
4. Always wear protective gear when dealing with chemicals.
5. Never touch, taste or smell chemicals
1. Label all chemicals
Chemicals should always be labelled. This tells us what the chemical is. The label will also tell us any hazards for that chemical.
Most chemicals are already labelled when you buy them.
 These labels include:
1. the name of the chemical
2. the concentration (strength) of the chemical
3. information about hazards 
4. emergency information 
5. the name of the manufacturer
6. the date of manufacture

2. Safe storage of chemicals
Chemicals must always be stored in a safe place; you should never store chemicals with food items. Most chemicals will belong to a ‘group’ and you need to make sure that only chemicals from the same group are stored together. If you're not sure what group a chemical belongs to, always check its label, or look at the MSDS. 
Groups might include:
	[image: Flammable symbol.]
	Flammable chemicals
Chemicals such as methanol, ethanol and kerosene are very flammable and need to be kept away from heat and things that might cause them to catch fire or explode. In most workplaces, flammable chemicals are stored in a special cupboard that has been specially made for them.

	[image: Oxidising symbol.]
	Oxidising substances
Oxidising chemicals quickly and easily react with other chemicals. Because of this, they should only be stored with other oxidising chemicals.


	[image: Corrosive symbol.]
	Corrosive chemicals
Chemicals such as acids can corrode substances. They can also react violently and explosively if they come into contact with other types of chemicals.

	[image: Toxic symbol.]
	Toxic chemicals
These chemicals are poisonous and can kill you if it comes into contact with your skin, if you accidentally breathe it in, or if you accidentally swallow it. 


Many chemicals come with a 'Use by' date. After this date, the chemical will lose its strength. Make sure you check the 'Use by' date of chemicals before using them to find out if the chemical will still work.

3. Material Safety Data Sheet (MSDS)
A MSDS is document that tells you important information about dangerous chemicals. 
Employers must get a MSDS on or before the first supply of the dangerous good. 
The MSDS must be in a place that all staff can find easily.
A MSDS should include:
1. Identification of the material and supplier – what is it and where is it from?
2. Hazard identification –what harm can occur?
3. Composition/Information on ingredients- what is in the chemical?
4. First aid measures – what do I do if something goes wrong?
5. Fire fighting measures - what do I do if it catches on fire?
6. Accidental release measures –what do I do if the chemical is spilt? 
7. Handling and storage –how do I use it and where do I keep it?
8. Exposure controls/personal protection – what safety equipment do I need?
9. Physical and chemical properties –what does it look like? How does it react to heating / cooling?
10. Stability and reactivity- how should I store the product and are there other products that will make it react badly?
11. Toxicology information – what effects will the chemical have if it comes into contact with my skin / eyes. .etc 
12. Ecological information –what effect does this chemical have on the environment?
13. Disposal considerations –how do I get rid of waste / unused chemicals?
14. Transport information – how can I safely move the chemical from one location to another?
15. Regulatory information-are there any laws I need to know about this product?
16. Other information-is there anything else I need to know?
[image: Image of a man in protective gear.]


[bookmark: transport][bookmark: msds][bookmark: protgear]4. Wear safety gear when handling chemicals
Many chemicals can hurt you if they get on your skin, if you breathe in their fumes, or if you swallow them. This is why you should wear safety equipment when using chemicals.
Safety equipment might be gloves, aprons, dust masks, respirators, safety glasses and safety shields.
The type of equipment you will need will depend on the chemical you are using. Read the MSDS to check what equipment you need.
[bookmark: touch]5. Don't touch, taste or smell chemicals
Most chemicals are harmful and can cause damage and injury if they get on your skin or enter your body.
· Never try to smell any chemicals 
· Always wear protective gear such as gloves or an apron when handling chemicals.
· Always have your hand underneath the chemical container when you carry it. Otherwise, it might drop and spill on you.
· Always wash yourself well after handling chemicals.
· If a chemical spills over you, wash it off at once. 
Don't eat, drink or smoke when you're using chemicals. You could accidentally swallow some chemicals, or accidentally ignite flammable chemicals if you're smoking.

Below are some examples of how a person can become exposed to chemicals.
	
	[bookmark: top][bookmark: label]
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6.3 Chemical symbols
 In Australia we have a number of different symbols or pictures which give us information about chemicals and the hazards or harm they could cause. 
See if you can guess which pictures match with witch hazards / harms. 

1.	2.	3.
	[image: Exploding bomb]
	[image: Flame]
	[image: Flame over circle]


4.
	[image: Gas cylinder]
	[image: skull and cross bones]
	[image: Exclamation mark]


7.
	[image: Corrosion]
	[image: Health hazard]
	[image: Environment]





	Health hazards
	Oxidising
	Very bad health hazards
	toxic
	Explosive



	Environmental
	Gases under pressure

	Corrosive
	Flammable











Notes 















































7. Workplace Bullying 

[image: http://t0.gstatic.com/images?q=tbn:ANd9GcSeWNIjnyN87fOXmViZ1XBQzu-5GwAIGfCx9JG7rU8PxQ89eSQrjw]Bullying is repeated unreasonable behaviour that could reasonably be considered to be humiliating, intimidating, threatening or demeaning to a person, or group of persons, which creates a risk to health and safety.  (As defined by Work Safe Victoria)

7.1. What does that mean?? 
See if you can re write the above definition of bullying using easy to
understand language.
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

7.2 – Read the following case studies and answer the questions below.
Case studies

a) Over a number of months, Mark always tells his co-worker Brian that his work is not good. Mark keeps threatening to get Brian fired, tells him that he and his family will end up homeless and makes insulting comments about Brian’s wife in front of other workers. Brian also heard that Mark posted rude comments about him on his Facebook page. Brian is embarrassed and scarred by Mark’s behaviour.

 b) Mira works in the purchasing department of a large organisation. She has been
there for six months and works with six other staff. The department is busy and
the work is shared evenly among the seven workers.
 Mira is always the last to finish her jobs and many times she doesn’t finish them when they are due. To help develop her admin skills and improve her work, the manager asked Mira to attend a two-day training course. Mira feels embarrassed and singled out, even though her manager tells her that her job is safe

c) Martin manages a small team in a busy office. Joan, the new office manager, gives Martin unrealistic deadlines and targets more than the other team leaders. His work suffers when he fails to meet the goals she has set. Joan tells Martin off in front of others, including his team. Martin’s attempts to discuss his worries with Joan are always ignored, as are his attempts to discuss them with senior management. He becomes nervous and unhappy at work.

[image: http://t0.gstatic.com/images?q=tbn:ANd9GcStJP0KVUhSXYSdVVdVz8giey03R7Cg3gkQNuFKtPXWR_V223sD]Case study A
Is this an example of bullying? Why / why not? __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Case study B
Is this an example of bullying? Why / why not? __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Case study C
Is this an example of bullying? Why / why not? __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Once you have discussed your answers with the rest of the group, for each case study you will need to write a solution or recommendation. How might this problem be solved? 


Case study A
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________


Case study B
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Case study C
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________


7.3 True or False? 
Your trainer will give you some information about bullying in the workplace. You will need to decide if that information is true or false.

 You can get more information about workplace bullying from the Work Safe Victoria web site
 http://www.worksafe.vic.gov.au/safety-and-prevention/health-and-safety-topics/bullying-at-work 




Notes 
















































8. Course Summary and Review 

Your trainer will run a quiz covering all information from the past 7 sessions. You can also use this session to ask any questions you have. 

Thank you for taking part in this course and best of luck for the future. 


Notes 






































Further Resources 

Work Safe Victoria 
 http://www.worksafe.vic.gov.au/s


Cross Cultural Communications http://www.cultureresourcecentre.com.au/?gclid=CMa7odivvLICFQlLpgodZnAA_g



Safe storage guidelines for chemicals 
http://www.uq.edu.au/ohs/pdfs/OHYG-SafeChemStore.pdf








3
Developed at Yarraville Community Centre2012   F.Littleford 
image4.png
rraille

COMMUNITY
CENTRE





image5.jpeg




image6.jpeg




image7.jpeg




image8.jpeg




image9.jpeg




image10.jpeg




image11.jpeg
1 know she means wel,
bt just wish she would stop.
‘One should not touch

peoples head

‘Whata wonderful
mop of curls!




image12.jpeg




image13.png




image14.gif
sl

" |




image15.gif




image16.gif




image17.jpeg




image18.jpeg




image19.jpeg




image20.jpeg




image21.jpeg




image22.gif




image23.gif
8

FLAMMABLE
LiuiD
3




image24.gif
OXIDIZING
AGENT




image25.gif
CORROSIVE,
8




image26.gif




image27.gif




image28.png
Qs

Fie Edt Goto Favor
%5 [ htp--edublogs & valis 2§ Google (T Green Rice with Smoked P... &)VET Online - Login 2) ' yecstaff - home ) Scoopit! (2] Online TAFE Courses, dist.. &) LLN Community Educstor... # StGeorge Bank - Personl... & VET Online - Login " v B - @ - Page~ Safety~ Took+ @+

BEHE @ e /m oo o g [

Routes of exposure

Skin confact

826x1169in ¢ v





image29.jpeg




image30.jpeg




image31.jpeg




image32.jpeg




image33.jpeg




image34.jpeg




image35.jpeg




image36.jpeg




image37.jpeg




image38.jpeg
G




image39.jpeg
'

Bully Free
Workplace




image2.png




image3.png
-—

e
-
Wyndham

Community &
Education Centre inc.




