[image: ][image: ][image: ]
[image: http://www.bioecoclean.com.au/assets/bio/img/equipment.jpg]English for the Cleaning Industry

 (
TRAINER SUPPLEMEN
T
 
)
















[image: Learn Local education and training]

[bookmark: _GoBack]
Acknowledgements
This resource has been developed by Yarraville Community Centre (YCC) and funded through the ACFE Broad Capacity and Innovation Fund 2011 project funding.
The Western Region Industry Development Project partners are Spirit West Services, Wyndham Community and Education Centre and Yarraville Community Centre.


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.


Notes for trainer 
Aim -This course is designed to help low level LLN employees working in the cleaning industry to improve their work productivity, safety and general satisfaction in the workplace.

  
Materials for this course consist of a learner handbook and a trainer’s supplement. Whilst the formatting here is slightly different from the learner book, all information (other than images) has been included in this supplement. 
In addition to the information for the learners there is a summary at the start of each session and handouts / other materials that can be found under the appendices section.
Margin notes for each session are only a suggestion and it is expected that sessions will be adapted to reflect the needs / ability of the participants.   
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	Introductions and Learning Plan

Trainer to spend 5 – 10 minutes on brief introductions. Introduce yourself first and then have learners introduce themselves. You may want to give some questions as prompts if information is not forthcoming. Keep in mind that learners may all be from the same workplace so feel free to cut short / adjust activity as needed.
If learners do not know each other you may want to spend more time here with pair work / small group discussions then have individuals report back to the class about their partner / group. 
After this activity have learners fill out the learning plan, Appendix 1.1. Alternatively, you could use the learning plan as a ‘conversation starter’ for one of the above activities.

Activity 1- Communication in the workplace
Before you have the learners (individually, in pairs or as a whole group) look at the booklet, ask them to spend 5 – 10 minutes  brainstorming what they think is meant by the terms ‘Communication in the workplace’ and ‘Conversations in the workplace’. You may need to assist with prompts such as who / why / when etc to get them thinking. 

Trainer may want to give examples for section 1.1 from their own experiences.


1.2 This may be done as a whole class or in small groups. The trainer could make a list of topics on the board and have learners copy them into the workbook. Alternatively, learners may wish to work independently and collate information at the end. 

1.4 Trainer may wish to have learners discuss the given phrases as a class before breaking them into small groups and making lists.

1.5 Role Play. Depending on the level of the students, trainer may need to give an example dialogue, or even provide some of the dialogue if they appear to be struggling.

















2.1 Facial expressions, trainers can decide if they want to give the word bank in this activity or not. 










2.2 Instructions for this activity are in the appendices Trainer may want to give a few examples before asking learners to do this activity.




2.3 Trainers may want to do the first exercise (eye contact) as a whole group to ensure learners understand the task before asking them to complete the rest on their own or in small groups. 
Have all groups report back on their answers before moving on to the next activity. 





























2.4 Learners may want to discuss this in pairs before writing their experiences and reporting back. If there are only one or two examples for the group then this activity could be done as a whole group activity rather than individually. 

2.5 Have learners report back on questions 1 and 2 before attempting question 3 to ensure they understand the issues being presented 










































Trainers may want to elicit some information in this section before having learners open the workbooks. This could be done through a general discussion around the following questions 
-What is OHS?
-Who is responsible for OHS?
-Do you have to report all dangers / accidents at work?
-Why would that be?





3.2 Trainers may wish to give some examples at this stage before asking learners to complete a list with a partner. Some examples may include . .
In an office environment
-poor lighting
- loose wires or cables
- desks / chairs at the wrong height
- heavy objects stacked above head height 
- bags / briefcases left in the middle of the floor
- objects blocking emergency exits
For a company using chemical cleaners
- poor ventilation
- incorrect labelling of chemicals
- poor stocking 
- items blocking emergency exits 
- hard to locate fire extinguishers
It is up to the trainer to judge how much / little support the learners need in this section.

3.3 Trainer can run through the list of ‘Types of Hazards’ as a class and elicit an example for each of the 6 categories. Once the learners have demonstrated an understanding of the terminology they can be set the matching task, either in pairs, small groups, or as whole class, depending on language ability. 

ANSWERS 
1. C    2. B    3. D
4. A     5. F   6. E

3.4 Trainer may wish to put the 6 Types of Hazards on the board and have the learners come up and write their hazards under the appropriate headings then have the class go through and check lists


3.5 Again, depending on the ability and language level of the learners, trainers may wish to conduct this activity individually, in small groups, or as a whole class. Ensure all steps are explained and fully understood before asking the learners to complete this activity. Appendix 3.5 can be adapted to make it as simple or as complex as required. 



















4.2 At tis stage the trainer may wish to conduct an exercise to ensure learners know the terms ‘noun’ and ‘verb’. One example of how this could be done is to ask learners to review the previous section and highlight all the nouns in one colour and the verbs in another. 
Trainers may also want to highlight the fact that words can be used in multiple ways and it can be hard to determine the parts of speech out of context. (eg “I mopped the floor” “ please get me the mop”.) The importance of context and communication can be stressed here and linked to previous sessions. 

























4.3 Trainers might wish to go through pictures and vocab ensuring leaners know the names of equipment prior to conducting this activity. This could also be a good time to review prepositions of place as per summary for this session. 















4.4 If learners complete this task easily you may want to ask them to come up with their own set of instructions and clarifying questions. This could be done as a class, in groups, pairs or as individuals. However the activity is conducted it is important to provide feedback and check learners have grasped the concept correctly. 










































5.1 If learners do not have a list from previous session trainers can provide them with some examples of hazard. This activity could also be conducted as a group rather than individually.














5.2 In the feedback for this activity trainers may wish elicit other possible treatments for the given injuries.
































































5.3 After learners have written instructions for the 8 pictures, trainers might want to ask them to demonstrate the techniques with an imaginary object to ensure they have correctly understood the techniques. 

5.3 Simple rules. Trainers may want to act out some of these rules and have the learners guess which rule they are attempting to express. 








































































































6.1 Trainers can choose to do this activity with the workbook or as a whole group eliciting the meanings and writing them on the board. Learners could then do the matching exercise in the workbook as a follow up.
















6.2 Ensure all learners know the difference between solid, liquid and gas chemicals. 
Rules for working with chemicals – Trainers may want to read this information to learners giving examples where appropriate or asking concept questions to ensure comprehension of the information being presented. 









































































































6.3- answers in appendices 






















































Prior to starting this session trainers may want to brainstorm all the vocabulary learners associate with workplace bullying, a list of people who are possible targets or high risk categories along with a list of who learners perceive is responsible for ensuring workplace bullying doesn’t take place. 
NB- Keep this information on the board or copy it onto a note pad as it will be revisited at the end of the session. 



Activity 7.1 – This activity could be done in small groups on butcher’s paper.
Once groups have finished their definition the trainer may want to put all definitions up on the board and highlight similar aspects of the definitions.  A good activity might be to see if the group as a whole can agree on one definition and have learners record that in their workbook.

It is a good idea to highlight that the risk to ‘health and safety’ refers to both physical and mental health and safety. 

Activity 7.2 – Depending on the language level of the learners, trainers may wish to read the case studies out or have the learners work in small groups. 

Have learners answer the first question for each case study and get feedback from the whole class before moving onto the second part of the activity. 






















For the second part of the activity, trainers may want to allocate one case study per group or have all learners write responses for each case study. Again, this will depend on the language ability of the learners. 



7.3 Instructions and materials needed for this activity can be found in the appendices for session 7.
Trainers may have their own ideas and wish to use the sentences in a different way. 


At the end of this session the trainer may wish to revisit the vocab and ideas that were brainstormed at the start and see if learners would add / change anything. 



Session 8 – notes for this session can be found in the appendices. Trainers can conduct the questions in the way they are most comfortable with.  

Resources and further information. Some websites are provided where learners may find further information however, it is expected that the trainer will add to the list as they gain a better understanding of a particular group of learners’ needs. 

Trainers may wish to conduct the learning review in the appendices prior to or after the quiz. 
	

	Summary for Trainer
Session 1. Communication and conversations in the workplace 

Time- 2 hours 
Aim- To introduce learners to the course and gauge their expectations and prior knowledge. It also aims to introduce the importance of appropriate conversations in the workplace with the aim of leading into cultural miscommunications and effective communication in the second session.
Language focus- learning plan, casual conversations, small talk and chit chat in 
the workplace
Vocabulary – Colleagues, Background, Hobbies, Free time, Interests 
Resources needed- Learner workbook, appendix 1.1 Learning Plan, appendix 1.2 Jazz Chant, scrap paper for brain storm activities
Further Information - 
Jazz Chant Appendix 1.1
This can be used to focus on pronunciation, stress and intonation with questions as well as looking at the grammar of the question form in itself. The trainer may also wish to focus on the content of the jazz chant and elicit responses to the questions. Is it appropriate to ask a colleague? Why / why not? 
This has been placed at the end of the session as a ‘fun’ way to conclude, however it could be used at any point in the session. 


1. 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. 





	Summary for Trainer
Session 2. Communication and conversations in the workplace 2 

Time- 2 hours 
Aim- To highlight the importance of communication in the workplace and to help learners understand some of the causes of workplace miscommunications 
Language focus- Non verbal communication
Vocabulary –   non verbal communication  facial expression gestures  resolved discriminating 
Resources needed- Learner workbook, handouts and information from appendices session 2 for activities 2.1, and 2.2. 
http://www.youtube.com/watch?v=LYtdpPN_Fhs (see you later – misunderstanding, to watch at end)




2. Communication and Conversations in the Workplace 2

2.1 Facial Expressions  Hand out required
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  Hand out required 
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. 
Images of closed and open body language

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. 
______________________________________________________________________
_____________________________________________________________________
______________________________________________________________________
The ‘o.k.’ sign can mean many different things.                                 Image ‘ok’ gesture 
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 cartoon



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___________________________________________________________________



















	Summary for Trainer
Session 3. A Brief Introduction to Occupational Health and Safety (OHS)

Time- 2 hours 
Aim- To introduce learners to some of the language involved with OHS reporting and help them identify and in turn prevent potential hazards in their workplace
Language focus- Vocabulary building and reading 
Vocabulary – Hazards, Duty of Care, Responsibility, OHS Practices, 
Resources needed- Learner workbook, If trainers are unfamiliar with OHS in Victoria it is suggested they view the Work Safe Victoria site prior to conducting this lesson 
Other Information-  The language in the section ‘Types of Hazards’ will need to be discussed in context, give plenty of examples in this section to aid understanding





3.  An Introduction to Occupational Health and Safety
 
3.1 OHS??                                                                                            Image  - 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      Hand out required
Your tutor will give you a sample workplace inspection checklist to conduct on your training room.





























	Summary for Trainer
Session 4. Vocabulary for cleaning and Instructions in the workplace 

Time- 2 hours 
Aim- To develop listening skills of learners and ensure they have the vocabulary for equipment used in their workplace. Also in this session, the importance of ensuring information is understood correctly should be stressed.
Language focus- Nouns and verbs, using questions to clarify meaning, listening, prepositions of place 
Vocabulary –on the right hand side, on the left hand side, underneath, below, opposite, above, equipment, conflict
Resources needed-  Learner work book, cut up pictures and instructions from appendices 4.3, clarifying questions and statements cut up from appendices 4.4
Other information – There is no activity included in this section to review propositions of place, trainers may wish to review them quickly on the board prior to conducting activity 4.3.



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   Hand out required
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
)





 (
do
or
)


 (
door
)


 (
cupboard
)





4.4 Clarifying questions   Hand out required  
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. 









 
	Summary for Trainer
Session 5. Physical hazards prevention and treatment   

Time- 2 hours 
Aim- To give students information to deal with an accident or injury if they are ‘first on the scene’ in their workplace. This session also aims to build learner confidence through developing knowledge so they will feel comfortable in assisting other should injuries occur and also in reporting hazards with the aim of preventing the injury in the first place. Finally this session aims to inform learners of correct techniques regarding lifting in order to prevent personal harm
Language focus- Writing instructions, reading instructions, vocabulary building
Vocabulary – Prevention, cure, treatment, injury, strain(ing), flush (eyes with cold water), incorrect, initial assessment, inhaled
Resources needed- Learner workbook,  session 3 activity 3.2 from workbook, fact sheet regarding first aid treatment for chemical exposure
Further information -







5. Physical Hazards - prevention and treatment  
5.1 Preventing accidents        Image – red cross 
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?    Hand out required

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.
	2.
 (
      
Images lifting  
)
	3.

	4.

	5. 

	6.

	7.

	8. 




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.






































	
Summary for Trainer
Session 6. Chemical Cleaners -storage and labels 
  
Time- 2 hours 
Aim- To make learners aware of the meaning behind labels on chemicals they may use in their workplace in order to ensure a safe working environment. 
Language focus- Using existing knowledge to interpret new information, reading, vocabulary building
Vocabulary –Solid, liquid, gas, ingestion, inhalation, dispose, ecological, toxic, combustive / flammable, supplier, manufacturer, flash –point, oxidising, corrosive
Resources needed- learner workbook, example MSDS from appendices, answers to activity 6.3 in appendices

Further Information –This session is very text heavy and contains a large amount of industry specific vocabulary, ensure all learners understand information presented before moving on to the next session.






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)   Hand out required
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.

Image – routes of exposure 






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
















	
Summary for Trainer
Session 7. Workplace Bullying
   
Time- 2 hours 
Aim- To educate learners about legislation and personal responsibilities regarding workplace bullying. 
Language focus- Reading and interpreting information, implementing communication skills in a team activity
Vocabulary –
Resources needed- learner workbook, cut up money from appendices, re written sentences on butcher’s paper from appendices, butcher’s paper 
Further information – Instructions for the activity ‘sentence auction’ can be found in the appendices







7. Workplace Bullying 

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??  Image – confused face
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?  Hand out required
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 











	Summary for Trainer
Session 8. Course summary and Review    

Time- 2 hours 
Aim- To review material from the course and provide learners with any additional information / resources they may require. This is also an opportunity for learners to provide feedback and an evaluation on the course materials and teaching methodologies.
 Language focus- using learning strategies and communication skills to work effectively in a team towards a common goal
Vocabulary – from previous sessions
Resources needed- ‘quiz’ questions from appendices, learner workbook for reference if trainer chooses to use activity as an open book, learning review 






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. 
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1.1 Learning Plan 

	
FORM A
	[image: Typing]LEARNER PLAN	click and type 

	Name
	
	Date
	

	Course
	

	Provider
	

	Tutor
	

	Part 1 	Learning Plan 	complete this section at the start of the course

	Your reasons and goals

	
	Why have you enrolled in this course? 
eg improve life at home, improve skills at work, help find work, join community activities, learn a new skill, something else:

	
	

	
	What do you hope to get from doing the course?
note your learning and personal goals, short or long term:

	
	

	Your experience

	
	What previous experience can you use in this course?
note anything similar you have done before, or other skills you have which can be useful in the course:

	
	

	Your work skills

	
	How are your employability skills? 	These skills are important for getting and keeping jobs.
Rate your skills now by selecting and bolding one number from 1 (= very poor) to 5 (= excellent):

	
	· Communicating 	speaking, listening, reading, writing and numeracy
	   1  2  3  4  5

	
	· Teamwork 	working in groups, giving feedback
	   1  2  3  4  5

	
	· Problem solving	working out ways to do things
	   1  2  3  4  5

	
	· Initiative and enterprise 	trying new things, being creative, following up ideas
	   1  2  3  4  5

	
	· Planning and organising 	making decisions, organising things 
	   1  2  3  4  5

	
	· Self-management 	taking responsibility, organising yourself
	   1  2  3  4  5

	
	· Learning 	good at learning new things
	   1  2  3  4  5

	
	· Technology 	using computers, machines, mobile phones
	   1  2  3  4  5

	Your experience

	
	How do you learn best?
by listening, reading, making or doing things, being shown how, in groups, online, or a combination of these:

	
	

	


Your evidence and results

	
	Do you want your tutor to help you to… 	= yes,  = no	delete one answer

	
	· list the skills you already have, plus what you learn from this course
	  

	
	· plan for further study or work?
	  

	
	Do you give us permission to …	delete one answer

	
	· show, exhibit and publish your work from the course?
	  

	
	Notes  

	Your future

	
	Where do you see yourself going after this course?
	= yes,  = no	delete one answer

	
	· paid work
	  

	
	· volunteer or unpaid work
	  

	
	· further study towards a qualification
	  

	
	· accredited training
	  

	
	· further study
	  

	
	· another course here
	  

	
	· family activity
	  

	
	· community activity
	  

	
	Notes 






















1.2 Jazz Chant 



Personal Questions

Where were you born?

I’d rather not say.

Where are you from?

I’d rather not say.
How tall are you?
How old are you?
How much do you weigh?

I’d rather not say.

How much rent do you pay?

I’d rather not say.

How much do you make?

I’d rather not say.

Why aren’t you married?

I’d rather not say.

Why don’t you have children?

I’d rather not say.

Where were you last night?
Why weren’t you at home?
Did you stay out late?
Did you come home alone?
Did you have a good time?
Did you see a good play?
Did you go to a concert?

I’d rather not say.


Taken from JAZZ CHANTS by Carolyn Graham Oxford University Press1978
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2.1.   “He is . . . . . . . . .”
Have learners look at the pictures and try to guess which emotion the below expressions are conveying. You can choose to give the word bank to the learners or remove it from the bottom of the page and see how they go without it. 
[image: http://www.colourbox.com/preview/2389574-781720-emotion-vector-set-of-nine-face.jpg]






























          sad     happy       cheeky     worried        silly        crazy      angry      thinking       confused
                                                                          

2.2 Guess the Body Language game 

Time: 10 – 15 minutes 

Aim: To introduce the topic of body language and give learners some of the vocabulary for the following session.
Method: Divide class into two groups and write about 10 different emotions on the board. 
bored, excited, unhappy, nervous, etc 
Have one person from each group at the front of the class with their back to the bored. Explain to the two groups that they need to convey the emotion you select without speaking so their team member at the front can guess what the emotion is. The first person to guess at the front receives a point for their team. 
Continue doing this until all participants have had a turn. 
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[bookmark: _Toc515699585][bookmark: _Toc519569755][bookmark: _Toc520018858]3.5   Example of Workplace Inspection Checklist
Adapted from ACT Public Service 
Injury Prevention Management Policy 

SAMPLE WORKPLACE INSPECTION CHECKLIST 
 
 
Area ………………………………………………………………………………….………… 
 
Date of Inspection:…………………  Inspected by:……………………………… 
	   
	 Hazard 
	Y/N 
	Risk Reference  Comments 

	Floors/Stairs/Passageways 
	 
	 
	 

	Floors/stairs have an even surface 
	 
	 
	 

	Non-slip floor coverings 
	 
	 
	 

	Walkways have enough light
	 
	 
	 

	Electrical leads not crossing walkways 
	 
	 
	 

	Entry/exit points kept clear 
	 
	 
	 

	General Lighting 
	 
	 
	 

	Enough light 
	 
	 
	 

	Good natural lighting 
	 
	 
	 

	Good light reflection from walls and ceiling 
	 
	 
	 

	Any direct or reflected glare 
	 
	 
	 

	Light fittings clean and in good repair 
	 
	 
	 

	Emergency lighting working 
	 
	 
	 


	Office Furniture/Equipment 
	 
	 
	 

	Any sharp edges to tables & desks 
	 
	 
	 

	Chairs stable and in good repair 
	 
	 
	 

	Filing cabinets secure and stable 
	 
	 
	 

	Steps/ladders in good condition 
	 
	 
	 

	Fire 
	 
	 
	 

	Correct type of extinguishers in place 
	 
	 
	 

	Extinguishers clearly marked 
	 
	 
	 

	Extinguishers recently serviced 
	 
	 
	 

	Enough signs for exits 
	 
	 
	 

	Exit doors easily opened from the inside 
	 
	 
	 

	Exits clear of obstructions 
	 
	 
	 

	Evacuation procedures available and displayed
	
	 
	 

	
Chemicals 
	(where applicable) 
	 
	 

	
MSDS for all chemicals 
	 
	 
	 

	
Containers clearly labelled 
	 
	 
	 


	
Storage 
	 
	 
	 

	
Materials stored on shelves, or in racks, boxes and bins wherever possible 
	 
	 
	 

	
Storage systems designed to minimise lifting problems (ie loads between mid-thigh & shoulder) 
	 
	 
	 

	
Floors around shelving clear of obstructions 
	 
	 
	 

	
Shelving in good condition 
	 
	 
	 

	
Compactus units stable & easy to operate 
	 
	 
	 

	

	
	
	

	
First Aid 
	
	 
	 

	
First aid kits clean & well stocked 
	 
	 
	 

	
Easy access to first aid kits 
	 
	 
	 

	
Employees aware of location of first aid kits 
	 
	 
	 

	
First aid kits clearly labelled 
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4.3 Listening activity  


	[image: http://www.hotfrog.com.au/Companies/Busiclean-Towels-And-Cleaning-Chemicals-Products-Perth/images-pr/0000146/CHEAPER-CLEANING-CHEMICALS-34632_image.jpg]
	[image: http://www.averncleaningsupplies.com/image/cache/data/versaclean/NC3000AT-Enclosed-Janitorial-Trolley-Numatic-500x500.jpg]
	[image: http://www.tradeslocator.com.au/static/uploads/images/bin.jpg]
	[image: http://www.yardbutlerstore.com/shop/images/721/Wall%2520Mounted%2520Hose%2520Reel%2520SRWM-180%2520Action%25201%2520960.jpg]

	[image: http://www.healingfeet.com/blog/wp-content/uploads/2012/05/first-aid-kit-image.jpg]
	[image: http://www.dreamstime.com/gloves-and-goggles-thumb1413721.jpg]
	[image: http://upload.wikimedia.org/wikipedia/commons/thumb/d/d9/FireExtinguisherABC.jpg/220px-FireExtinguisherABC.jpg]
	[image: http://i.walmartimages.com/i/p/00/08/68/76/18/0008687618840_500X500.jpg]


	


Instructions for person 1 to read out
The fire extinguisher is on the right hand side of the door.
The mop bucket is inside the cupboard in the back right-hand corner.
The hose is on the wall next to the fire extinguisher.
The first aid kit is on the wall next to the window (on the right hand side)
The chemicals are in the cupboard next to the mop bucket.
The bin is opposite the door.
The cleaning trolley is in the cupboard next to the chemicals. 
The safety equipment is next to the first aid kit.

Instructions for person 2 to read out
The fire extinguisher is on the left hand side of the door.
The mop bucket is inside the cupboard opposite the window.
The hose is on the wall next to the fire extinguisher.
The first aid kit is on the right hand side of the door.
The chemicals are in the cupboard on the left hand side of the mop bucket.
The bin is opposite the first aid kit against the wall.
The cleaning trolley is in the cupboard on the right hand side of the mop bucket.
The safety equipment is next to the fire extinguisher.

4.4     This activity is optional 
Read these instructions to the participants and check they have understood by their completion of the task 
1. Get a piece of blank paper.
3. Write your name in the top left hand corner. 
4. Write your date of birth in the bottom left hand corner. 
5. Above your date of birth, draw a triangle
6. On the right hand side of the triangle draw a picture of a daisy.
7. Next to your first name on the left, write your family name. 



4.4 Clarifying questions 

	Instructions  / statements 

	Clarifying questions 

	You need to make sure that you clean the toilets in the staff area as well as the customer area each time you clean. 

	So I have to clean all the toilets everyday?

	Please make sure the spray bottles are clearly labelled.

	Do you want me to write the names of the chemicals on them?


	I need you to work an extra hour each shift for the next two weeks.

	After two weeks will my shifts go back to their normal hours?

	I’m going to have to put you on split shifts for the next month but hopefully things will go back to normal after that. 

	Do you mean I will go back to my regular shift after that?

	We need to do this new job now before going on with your normal duties. 

	
Should I stop what I’m doing now?


	After next month, everyone in this section will have to have their first aid certificates. 

	Are you saying if I don’t have the certificate I can’t work here anymore?
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Answers activity 5.4 


	Injury 
	Treatment 

	Twisted ankle from tripping over a cord 
	Encourage person to sit down, apply ice and raise the injured body part above the heart level

	Corrosive chemical contact with bare skin 
	Wash under cold running water for about 20 minutes  and refer to MSDS for that chemical

	Back strain from incorrect lifting
	Stop the activity immediately and re assess technique being used 

	Chemical has made contact with eyes
	Flush immediately with cold water and refer to MSDS for that chemical 


	Someone has slipped on a spill and knocked their head
	Check for bleeding and encourage person to rest until a professional can be called

	Minor cut on the hand from  rusty equipment 
	Wash the wound
, apply an antiseptic cream and seek professional / medical advice. 

	
	


Reference sheet for learners after activity 5.4 
First Aid and Chemicals
[image: http://www.totalsupplysolutions.com.au/images/pictures/store/Chemicals/Total%20Supply/Wall%20Charts/2c.%20First%20Aid%20with%20Cleaning%20Chemicals%20(Laminate).jpg]




[image: http://www.totalsupplysolutions.com.au/images/pictures/store/Chemicals/Total%20Supply/Wall%20Charts/2c.%20First%20Aid%20with%20Cleaning%20Chemicals%20(Laminate).jpg]


	
[image: http://www.totalsupplysolutions.com.au/images/pictures/store/Chemicals/Total%20Supply/Wall%20Charts/2c.%20First%20Aid%20with%20Cleaning%20Chemicals%20(Laminate).jpg]


[image: http://www.totalsupplysolutions.com.au/images/pictures/store/Chemicals/Total%20Supply/Wall%20Charts/2c.%20First%20Aid%20with%20Cleaning%20Chemicals%20(Laminate).jpg]

[image: http://www.totalsupplysolutions.com.au/images/pictures/store/Chemicals/Total%20Supply/Wall%20Charts/2c.%20First%20Aid%20with%20Cleaning%20Chemicals%20(Laminate).jpg]



Answers activity 5.4 
1. Never bend your back to pick something up.
It's just not worth the damage that improper lifting technique can cause.
2. Hold the object close to your body.
You are a much more stable lifter if you're not reaching for an object.
3. Don't twist or bend.
Face in the direction you are walking. If you need to turn, stop, turn in small steps, and then continue walking.
4. Keep your eyes up.
Looking slightly upwards will help you maintain a better position of the spine.
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6.3 Chemical Symbols Answers 
	[image: Exploding bomb]
	[image: Flame]
	[image: Flame over circle]

	Explosive 
	Flammable
	Oxidising



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

	Gases under pressure
	Toxic
	Health hazards



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

	Corrosive
	Chronic (very bad) health hazards
	Environmental

















Example of a MSDS from Victorian Chemicals to be given out during session 6.2 as a reference for learners 

[image: ]VICTORIAN CHEMICAL CO. PTY. LTD. 
ABN 36 004 188 863 83 Maffra Street, Coolaroo, Victoria, 3048, Australia Tel: +61-(0) 3-9301 7000 Fax: +61-(0) 3-9309 7966 Website:  www.vicchem.com E-mail: products@vicchem.com 
MATERIAL SAFETY DATA SHEET 
	SECTION 1 : Identification of the material and supplier



	Product Name : 
	DetachTM 107 Bio-Release Agent 

	Other Names: 
	None 

	Recommended Use: 
	Mould release agent for concrete 

	Supplier Name: 
	Victorian Chemical Co. PTY. LTD. 

	Address: 
	83 Maffra Street  

	
	Coolaroo, Victoria 3048 

	
	Australia 

	Telephone: 
	+61-(0) 3-9301 7000 

	Fax: 
	+61-(0) 3-9309 7966 



Australian Emergency contact number:  +61-(0) 3-9301 7000 (office hours) 
	SECTION 2 : Hazards Identification 



Not classified as hazardous according to the criteria of NOHSC.  
Risk Phrase(s) 
None assigned 
Safety Phrase(s) 
None assigned 
	SECTION 3 : Ingredients Composition/Information




	Chemical Identity 
	CAS Number 
	Proportion 

	Modified Vegetable and other Nonhazardous Oils 
	N/A 
	100% 








[image: ]
VICTORIAN CHEMICAL CO. PTY. LTD. 
ABN 36 004 188 863 83 Maffra Street, Coolaroo, Victoria, 3048, Australia Tel: +61-(0) 3-9301 7000 Fax: +61-(0) 3-9309 7966 Website:  www.vicchem.com E-mail: products@vicchem.com 
MATERIAL SAFETY DATA SHEET

	SECTION 4 : First Aid Measures


	Swallowed: 
	Rinse mouth with water. Give water to drink. Do not induce vomiting. Seek medi

	
	cal advice if nausea or vomiting occurs. 

	Eye: 
	Irrigate with copious quantities of 
	water 
	for 15 minutes. In all 
	cases 
	of eye 

	
	contamination it is a sensible precaution to seek medical advice. 

	Skin: 
	Wash contaminated skin with plenty of water. Remove contaminated clothing and 

	
	wash before reuse. If irritation occurs seek medical advice. 

	Inhaled: 
	Move to fresh air. Seek medical advice if nausea or vomiting occurs. 

	First Aid Facilities: 
	Ensure eye bath and safety shower are available and ready for use. 

	Advice to Doctor: 
	Treat symptomatically. 



	SECTION 5 : Fire Fighting Measures



Suitable extinguishing media: Foam, Carbon Dioxide, Dry Chemical, Water Spray 
Hazards from combustion products: In the event of a fire the following can be released: Carbon monoxide, carbon dioxide. Precautions for fire fighters and special protective equipment: Fire fighters should wear self-
contained breathing apparatus if risk of exposure to vapour or products of combustion. 
	SECTION 6 : Accidental Release Meassures



Emergency procedures: Slippery when spilt, clean up immediately. Wear protective equipment to prevent skin and eye damage. 
Methods and materials for containment and clean up: Prevent run off into drains and waterways.  Contain spills with absorbent material such as sand or soil. Collect and seal in properly labelled containers for disposal. Dispose of in accordance with all Local, State and Federal regulations at an approved waste disposal site. For small spills, wash with plenty of water.  
	SECTION 7 : Handling and Storage



Precautions for safe handling: Avoid skin and eye contact. Wash hands after using product. Conditions for safe storage: Keep container tightly closed. Combustible liquid. 
[image: ]
VICTORIAN CHEMICAL CO. PTY. LTD. 
ABN 36 004 188 863 83 Maffra Street, Coolaroo, Victoria, 3048, Australia Tel: +61-(0) 3-9301 7000 Fax: +61-(0) 3-9309 7966 Website:  www.vicchem.com E-mail: products@vicchem.com 
MATERIAL SAFETY DATA SHEET

	SECTION 8 : Exposure / Personal Protection



National exposure standards: None Allocated. 
Biological limit values: None Allocated. 
Engineering controls: Ensure adequate ventilation to keep exposure levels to a minimum. 
Personal protective equipment: Wear safety glasses or goggles, impermeable gloves (PVC or 
neoprene) and overalls. 

	SECTION 9: Physical and Chemical Properties


Appearance: Clear yellow to amber oily liquid. Boiling Point: >180oC Melting Point: < 5oC Solubility in Water: Insoluble Specific Gravity: 0.85 @ 20oC Flashpoint: > 150oC Flammability Limits: Not Available 
 
	SECTION 10 : Stability and Reactivity



Chemical stability: Stable under normal conditions of use. 
Conditions to avoid: None Known
Incompatible materials: Strong oxidizing agents
Hazardous decomposition products: None with proper storage and handling. 
Hazardous reactions: No hazardous reactions with proper storage and handling. 
	SECTION 11: Toxicological Information



	Acute effects : 

	Swallowed: 
	Not classified as harmful, however ingestion of large quantities may cause nausea, 

	
	vomiting or diarrhoea 

	Eye Contact : 
	Moderately irritating to the eye 

	Skin : 
	Not irritating to the skin. Repeated or prolonged exposure with skin may cause drying. 

	Inhaled : 
	No adverse effects expected from inhalation 

	Chronic effects: 
	No long term adverse effects expected 




[image: ]
VICTORIAN CHEMICAL CO. PTY. LTD. 
ABN 36 004 188 863 83 Maffra Street, Coolaroo, Victoria, 3048, Australia Tel: +61-(0) 3-9301 7000 Fax: +61-(0) 3-9309 7966 Website:  www.vicchem.com E-mail: products@vicchem.com 
MATERIAL SAFETY DATA SHEET

	SECTION 12 : Ecological Information 


Ecotoxicity: Not Available. 
Persistence and degradability: Product is vegetable oil based and will eventually degrade. 
Mobility: Product is insoluble in water and will float on the surface. 

	SECTION 13 : Disposal Considerations 


Disposal Methods: In accordance with local authority regulations, take to special waste incineration plant. If empty contaminated containers are recycled or disposed of, the receiver must be informed about possible hazards. 
Special precautions for landfill or incineration: Avoid contaminating waterways 
 
	SECTION 14 : Transport Information 


UN Number: None Allocated UN Proper Shipping Name: None Allocated Class: None Allocated Packing Group: None Allocated Hazchem Code: None Allocated Road and Rail Transport: Not classified as Dangerous Goods by the criteria of the Australian Dangerous 
Goods Code (ADG Code) for transport by Road and Rail. 
Marine Transport: Not classified as Dangerous Goods by the criteria of the International Maritime Dan
gerous Goods Code (IMDG Code) for transport by sea. 
Air Transport: Not classified as Dangerous Goods by the criteria of the international Air Transport (IATA) 
Dangerous Goods Regulations for transport by air. 
	SECTION 15 : Regulatory Information 


Classification: None Allocated Poisons Schedule: None Allocated This material is listed on the Australian Inventory of Chemical Substances (AICS) 


[image: ]
VICTORIAN CHEMICAL CO. PTY. LTD. 
ABN 36 004 188 863 83 Maffra Street, Coolaroo, Victoria, 3048, Australia Tel: +61-(0) 3-9301 7000 Fax: +61-(0) 3-9309 7966 Website:  www.vicchem.com E-mail: products@vicchem.com 
MATERIAL SAFETY DATA SHEET


	SECTION 16 : Other Information 


None Available 
CONTACT POINT 
This MSDS summarises at date of issue our best knowledge of the health and safety hazard information of 
the product and how to safely handle and use the product in the workplace. Since Victorian Chemical Co. 
cannot anticipate or control the conditions under which the product may be used, prior to usage each user 
must review this MSDS in the context of how the product will be handled and used in the workplace. 

Victorian Chemical Co. will not be responsible for any damage caused by the use of the product otherwise 

than in accordance with the directions and information contained in this document. 
If clarification or further information is required to ensure that an appropriate risk assessment can be 
made, the user should contact Victorian Chemical Co. (03) 9301 7000. Ask for Technical Manager. 

Safety Data Sheets are updated regularly. Please ensure that you have a current copy. 
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	7.3   Sentence Auction 

The aim of this activity is to convey information in a fun way that encourages participants to think about whether or not the sentences or statements are correct.
Method. 
Divide group into at least 3 teams and give each group equal amounts of money. (you can give as little or as much money as you like)
Elicit ‘Auction’ and explain that they will need to bid on something in the session today. 
Have learners guess what they might be biding on.
Tell learners that they will be biding on information or sentences.
Rules – All bids are accepted- you can not ‘TAKE BACK’ a bid so think before you say anything!
                There are no points for left over money.
                 You can choose how to allocate or take away points.

Start the auction with an example first to ensure learners understand the activity. 
Once a team has bid and won a sentence, give the sentence to that team and auction off the next one.  Do this until all sentences are sold or discarded (no sale).

Read out the sentences again and ask the group as a whole if it is true or false, allocate points accordingly. 

After the activity when trainers are giving the answers it would be a good opportunity to ‘unpack’ the sentence and explain why it is true or false 



























Sentences to write on larger paper to hand out as teams ‘buy’ them

F	 Bullying doesn’t happen in high paying jobs.                       (Bullying can potentially happen in ANY workplace)

F	 Bullying only affects the person being bullied.                         (Bullying can have roll on effects and end up affecting an entire organisation) 

F	 If you report a bully in your workplace it will only make things worse.         (hopefully!) 

F	It is illegal not to report if you are being bullied.                      (although if cases are not reported situations may escalate to a point where physical or mental harm occurs either to the initial victim or a subsequent one.) 


T	 Bullying can be carried out verbally, physically or in writing.       (Give examples)

T	 Constructive feedback is not bullying.      			(Give examples)

T	 Transferring a worker is not bullying.      			(Give examples)

T	 Everyone in the workplace is responsible for making sure bullying does not happen.                 (If you witness bullying it should be reported to a supervisor or boss) 

T 	You can talk to your boss or a trusted work member if you think you are being bullied.          (Or OHS rep)

T	If you are being bullied you should keep a record of things that have happened.                            (In as much detail as possible, including date, time, witnesses, etc) 
























Money to be cut up 

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00

	$50.00
	$50.00








	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00

	$100.00
	$100.00
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Questions from previous sessions – These have been included in the appendices as the trainer may wish to use the questions as a listening exercise in the form of a trivia type team activity.  This can be done as an ‘open book’ exercise as it isn’t a test rather a revision exercise.

Session 1 Communication and Conversations in the Workplace 
1.1 What are 3 examples of ‘safe’ topics? 
1.2 What are two questions that are not appropriate to ask a colleague? 

Session 2 Communication and Conversations in the Workplace 2
2.1 What does it mean if you wink at a child in Nigeria? 
2.2 What does the okay sign mean to people from Japan? 
2.3 Who can show me a ‘confused / sad / nervous / bored / angry’ expression? 

Session 3 An Introduction to OHS
3.1 What is an example of a gravity related hazard? 
3.2 What is an example of a mechanical hazard? 
3.3 List three things that could be a hazard in your workplace.
3.4 What does OHS stand for?

Session 4 Vocabulary for Cleaning and Instructions in the Workplace
4.1 What verb would you match with ‘broom’?
4.2 What is a ‘clarifying question’?

Session 5 Physical Hazards - prevention and treatment   
5.1 What do you do if you get a chemical in your eyes? 
5.2 complete this statement. __________ is better than a cure. What does it mean? 
5.3 What is one correct way to lift heavy objects? 

Session 6 Chemical Cleaners - storage and labels
6.1 What are four ways you can be exposed to a chemical?
6.2 Can you list one of the 5 rules you should always follow when dealing with chemicals?
6.3 What does this**  symbol mean? 
6.4 What does MSDS stand for and what information does it contain? 

Session 7 Bullying in the Workplace
7.1 Who is responsible for making sure workplace bullying doesn’t happen? 
7.2 In your own words can you define workplace bullying? 

[image: Flame]



**



	Part 2 	Learning Review	complete this section at the end of your course

	Name
	
	Date
	

	Your goals

	
	Benefits
What were the main things you gained from the course? Was it what you wanted?

	
	

	Your employability skills

	
	Rate your progress 	 
Note your improvement in these skills by bolding one number from 1 (= no change) to 5 (= big improvement):

	
	· Communicating 	speaking, listening, reading, writing and numeracy
	   1  2  3  4  5

	
	· Teamwork 	working in groups, giving feedback
	   1  2  3  4  5

	
	· Problem solving	working out ways to do things
	   1  2  3  4  5

	
	· Initiative and enterprise 	trying new things, being creative, following up ideas
	   1  2  3  4  5

	
	· Planning and organising 	making decisions, organising things 
	   1  2  3  4  5

	
	· Self-management 	taking responsibility, organising yourself
	   1  2  3  4  5

	
	· Learning 	good at learning new things
	   1  2  3  4  5

	
	· Technology 	using computers, machines, mobile phones
	   1  2  3  4  5

	
	Any comments? 

	Your learning skills

	
	Learning to learn
Note any new ways of learning (eg searching the Internet, using a library) which will help you go on learning.

	
	

	Your evidence

	
	Recognising your learning
What have you got to show what you’ve achieved, what you can do now? 

	
	

	Your future

	
	Next steps
What are you planning to do next? How can you use what you’ve learnt from this course?
Some examples: paid work, volunteer or unpaid work, further study towards a qualification, accredited training, another course at this centre, family activity, community activity

	
	

	Your feedback on the course

	Evaluation 	 
Rate the course by selecting one number from 1 (very poor) to 5 (excellent) in the drop-down box:

	· content: what was covered in the course
	   1  2  3  4  5

	· teaching: how it was taught and organised
	   1  2  3  4  5

	· acknowledgement: providing you with evidence of your learning
	   1  2  3  4  5

	Any comments or suggestions for improving the course?      
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First Aid
Guidelines

For Cleaning Chemicals

If in eyes... Hold eyes open and flood with water for at least
15 minutes. Seek medical attention immediately. Refer to MSDS.

If skin contact occurs... Remove contaminated clothing
and wash affected area thoroughly with water. Refer to MSDS.

If inhaled... rRemove to fresh air, if patient is not breathing,
ensure airways are clear and apply artificial resuscitation.
CAUTION - Do not inhale the patient’s exhaled air. Seek medical
attention immediately and refer to MSDS.

If swallowed... Refer to the label and MSDS. Then contact
the Poisons Information Centre or seek medical attention
immediately. In most cases you should NOT induce vomiting, you
should give a glass of water. A swallowed chemical that burns on
the way down will burn on the way up.

If a spill occurs... effected surfaces may become slippery,
be aware and careful to avoid secondary accidents. If a flammable
product is spilled, extinguish all fire ignition sources, naked flames
and turn off any mechanical equipment. Refer to the MSDS for
further instructions.

Make sure you are familiar with the safety and first aid instructions on

the Mater

| Safety Data Sheets of the products you use.

Lo
Poisons Information Service (24 HRS) 131126 ,”tal‘

Total Supply Solutions 1300 822 626
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