 To save this file to your computer – pull down the File menu and choose Save As … and give it a file name of your choice  
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This Teacher’s guide supports the food safety units of competency from the 
Health Training Package HLT02 

QuickStart for teachers

This section has the basics you need to get started using the Toolbox. Later you can browse the rest of the Teacher’s Guide.

What’s in the Toolbox?

This Toolbox contains learning materials for self-guided study and group collaboration. The teaching and learning resources can be applied to online or CD ROM access for classroom and workplace delivery.

The materials are presented around generic food service settings where the learner is given challenges and situations that they would typically encounter. The emphasis is on learning by doing – the learner takes on a food related role, and makes decisions that will help the organisation achieve its food safety obligations.

The Toolbox is organised around learning objects, aligned to the four competency units.

Units of competency and learning objects

The units of competency are divided into two or more learning objects within the Toolbox:

HLTFS7A Follow basic food safety practices

· Handle food hygienically

· Keep the workplace clean

· Maintain personal hygiene

HLTFS10A Apply and monitor food safety requirements

· Apply food safety

· Monitor and control food safety

HLTFS9A Oversee the day-to-day implementation of food safety in the workplace

· Communicate with staff to meet food safety requirements

· Respond to non-conformance of food safety controls

· Oversee food safety monitoring and recording

HLTFS11A Develop food safety programs

· Plan the development of a food safety program

· Analyse food safety hazards

· Determine control mechanisms and corrective actions for food safety hazards

· Develop methods to record and verify food safety information

The full mapping of units to learning objects is included at the end of the teacher guide.

Tasks and learning packs

Tasks

Each learning object has a task that is mapped to performance criteria in the Training Package. Tasks may be used for learning and assessment, and may be incorporated into an assessment project. Tasks contain either
· a See-Try-Apply activity set in a virtual workplace (for learning objects in HLTFS7A Follow basic food safety practices)
or 

· a See-Try-Apply problem solving activities built around two case studies (for all other learning objects)

These also contain

· one or more group work ideas (see implementation tips later in this Teacher’s Guide)

· a task sheet (.DOC) to help the learner take their learning into the workplace – a tool for both practical learning and/or assessment. 

Learning packs

Each learning object also has a learning pack with content to support learners as they develop their knowledge and skills. The learning packs are for self-guided study and contain:

· Overview with an explanation of key terms

· Show and tell – an audio presentation to introduce the basics 

· Content guide – reading notes written in easy-to-read plain English, with short questions to help learners make the connection between the 'theory' and their own workplace 

· Websites to explore for more resources

· Self-check – a short quiz so learners can see how they're going with the key ideas in the learning pack. 

Resources

Resources that can be used across all learning objects are the Knowledge base and the Food safety manual.

Knowledge base 

The Knowledge base is a searchable extended glossary of food safety related information.

Food safety manual

The Food Safety manual (.DOC) is a sample manual for a generic food business involved in the preparation and service of food to customers. 

What do you need to start?

· a standard web browser like Internet Explorer (version 5 and above) or Netscape (version 6.2 or higher).

· a monitor where you can set the display size to 800x600 or 1024x768

· Flash Player version 7 or higher

· A program such as Microsoft Word or Open Office that can open .DOC files.

Follow the link to Computer help for more details.

Toolbox implementation guide

For a Toolbox Implementation Guide, go to the Toolbox home page at http://www.flexiblelearning.net.au/toolbox/ and scroll down.  It has been designed to help you get started with your Toolbox, and is based on the experiences of training providers nationally who have been working with Toolboxes over the last few years.  This guide focuses mainly on supporting teachers involved in Toolbox implementation, but will also be a useful reference for technical, support and other staff.  This guide contains four main sections:

1. Finding your way around the Toolbox – things you should know.

2. Different ways you can use your Toolbox for training delivery and support.

3. Planning for the implementation of your Toolbox.

4. Helpful websites.

Purpose

The purpose of this Toolbox is to support training in the area of food safety. 

Four (4) food safety units of competency from the Health Training Package HLT02 have been developed. These four units form a natural sequence and fit, with co-requisite requirements indicative of delivery patterns. 

HLTFS7A Follow basic food safety practices will support the learner, trainee or worker in the development of the skills, knowledge and basic food safety practices, including personal hygiene and conduct, required to work effectively in a food service environment in a healthcare setting. 

HLTFS10A Apply and monitor food safety requirements will support the learner, trainee or worker in the development of their knowledge and skills to comply with food safety control procedures, standards and guidelines; as well as monitor and control food safety risks and hazards and responding to non-conformance as required by the food safety program. HLTFS7A is a co-requisite to this unit.

HLTFS9A Oversee the day-to-day implementation of food safety in the workplace will support the learner, trainee or worker in the development of their knowledge and skills required as employees with supervisory accountability to implement and monitor a food safety program and food safety procedures in a specific work unit or team within an organization.  HLTFS10A is a co-requisite to this unit.

HLTFS11A Develop food safety programs will support the learner, trainee or worker in the development of their knowledge and skills to develop a food safety program. This unit supports the implementation of national and state food safety legislation and regulations and is based on the national Food Safety Guideline Competency Standards. It is the minimum competency standard for a person responsible for developing food safety programs.

The unit HLTFS7A is a core unit at AQF 2 for one qualification. It is also available as an elective unit in all health qualifications where workers may be required to handle food within a health care setting.

The units HLTFS9A, 10A and 11A share content themes with HLTFS7A, and, contain additional food safety control requirements. 

The Toolbox combines these units of competency as a set of learning objects related by theme and content. The learning objects support the development of a hierarchy of learning for people who at different times, and in different roles in their healthcare careers, may need to apply different but related food safety competencies. 

Possession of such food safety competencies will contribute to the wellbeing of health service clients and patients within healthcare premises, and will address the national and state food safety legislation and regulations based on the national Food Safety Code.

The Food Safety Toolbox learning objects contain core content and common skill sets to a wide range of associated Training Packages. Guidelines for using this material across workplaces and Training Packages can be found under the heading Customisation in this Teacher’s Guide.

Target audience

The primary target audience of learners are health care workers who are employed as 

· chefs

· cooks

· related food service workers

· team leaders/supervisors

· managers & owner/operators

· information and education providers

in a variety of health care facilities across different context of care including hospital and community settings and allied health areas. 

The audience will also include those who are seeking to access work or to return to work in the health or community sectors. 

Trainers from Registered Training Organisations (RTOs) will also use the Toolbox. Many health care service providers (both government and non-government, public and private) throughout Australia are themselves RTOs and are moving to accredit existing training offered to their employees. 

Target audience information has informed the design of the Toolbox. The development of the food safety learning objects will address the issues surrounding the need for a changing learning environment. Toolbox components providing more access to online/electronic learning will assist learners in this environment by providing:

· opportunities to complete training via electronic learning for those who may not access existing face to face courses due to working irregular shifts 

· just in time learning enabling rapid access to units which address immediate workplace challenges

· specific unit options which suit the learners’ work environment may be undertaken, rather than those which may suit the majority of learners in a group learning situation.

Assessment guidelines

The following information is provided as a guideline and should not be interpreted as a prescribed assessment strategy. RTOs are expected to design their own assessment for the units of competency. 

The units can be assessed individually or co-assessed. A sample of each type of assessment is included. Be sure to check the guidelines in each Unit of Competency in the Training Package when designing assessment events.  

The task sheet in each task is designed to align to specific performance criteria in the Training Package. These are listed in the Performance criteria page in each Unit in the Toolbox. This means that completed task sheets may be added to a portfolio of evidence for assessment. 

If you have experienced candidates who request an assessment-only pathway to their qualification, but who do not have sufficient evidence to apply for recognition, the task sheets may also be used for this purpose. 

Other assessment methods are:

· observation of workplace performance – will need a well planned observation guide; will need to be combined with other methods to assess underpinning knowledge

· simulation – for example role plays to assess negotiation or consultation skills; useful for overcoming ethical issues when direct observation in the workplace is not appropriate

· interview/dialogue – present case scenarios and ask learners how they would respond; include questions to assess underpinning knowledge; improves access and equity; when integrated with observation of performance can assess understanding in context; may be conducted online.

Assessment resources

Developed to help VET professionals plan, design and deliver assessment using the web, Assessing Online includes case studies and a gallery of different online assessment strategies. 

Go to http://flexiblelearning.net.au/assessing.

Sample assessment projects

Project 1

Project 1 provides for co-assessment of the following units:

· HLTFS7A Follow basic food safety practices

· HLTFS10A Apply and monitor food safety requirements

Workplace assessment

This assessment project should be conducted in the learner’s food service workplace (within the nominated industry sector) and be negotiated with the trainer/supervisor and work supervisor.

Task

You are to liaise with your work supervisor and determine appropriate food production and/or food service procedures that you can complete to demonstrate safe handling of food, and the monitoring and controlling of food safety hazards.

During your food production/service tasks you must provide evidence that you have carried out work responsibilities and implemented any controls as required by the workplace food safety program. This may be in the form of a logbook (see sample - Table 1 and 2), observation by supervisor or documentary evidence of completed forms, meeting minutes or other requirements of the food safety program. The tasks listed below will provide guidance in the evidence to gather for this assessment:

· Locate, follow and use workplace food safety information relating to your food safety responsibilities

· Maintain personal hygiene consistent with the food safety program including taking necessary precautions when moving around the workplace and/or from one task to another to maintain food safety; wearing and maintaining appropriate clothing / footwear as required by work tasks; and report health conditions and illness.

· Handle, clean and store equipment, utensils, packaging materials and similar items according to the requirements of the food safety program including the handling and dispose of recalled or contaminated food, waste and recyclable material; maintaining the work area in a clean and tidy state; and identifying and report signs of pest infestation.

· Monitor food safety hazards, record results of monitoring and maintain records as required by the food safety program.

· Identify and correct or report situations, practices or procedures that do not meet the requirements of the food safety program including practices or processes in own work that could result in unsafe food

· Follow procedures to identify, separate and report product that is non-conforming and/or implement other necessary corrective action within level of responsibility

· Participate in investigating and reporting on unsafe food as identified by internal monitoring and/or customer complaints

Table 1: Sample evidence-gathering tool or logbook approach – blank form

	Task description: 



	Journal description of task details
	Evidence provided/demonstrated
	Supervisor/assessor confirmation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Feedback to learner.                

Trainer/Assessor Comment



	Learner Comment     




Table 2: Sample evidence-gathering tool or logbook approach – examples of evidence

	Task description: Food production in hospital kitchen



	Journal description of task details
	Evidence provided/demonstrated
	Supervisor/assessor confirmation

	Locate, follow and use workplace food safety information
	
	

	Maintain personal hygiene consistent with the food safety program
	Appropriate clothing / footwear worn during food production

Hand washing and glove requirements followed


	

	Handle, clean and store according to the requirements of the food safety program


	04/11 - handled and disposed of food, waste and recyclable material

04/11; 06/11 - maintained work area in a clean and tidy state – washed and sanitised bench tops and utensils

06/11 - identified and reported signs of pest infestation - documentation to supervisor
	S.Supervisor

11/11

	Monitor food safety hazards, record results of monitoring and maintain records
	Completed food safety documentation and monitoring records for receiving goods and recording cookery times – documentation with supervisor
	

	Identify and correct or report situations, practices or procedures that do not meet the requirements of the food safety program
	
	

	Follow procedures to identify, separate and report product that is non-conforming
	Out of date milk identified, separated and reported – documentation with supervisor (12/11)
	

	Participate in investigating and reporting on unsafe food
	12/11 – participated in team meeting to identify food safety issues and identify unsafe food – meeting documentation with supervisor
	

	Feedback to learner.                

Trainer/Assessor Comment

	Learner Comment     




Project 2

Project 2 provides for assessment of the unit:

· HLTFS11A Develop food safety programs

Workplace assessment

This assessment project must be conducted in the learner’s food service workplace (within the nominated industry sector) and be negotiated with the trainer/supervisor and work supervisor. 

Task

You are to develop a food safety program consistent with food safety legislation and appropriate to the needs of your workplace food business. 

The food safety program is to be presented in the form of a written food safety manual based on the concept of Hazard Analysis and Critical Control Points (HACCP). The manual must identify the food safety hazards that may reasonably be expected to occur in your workplace and outline the food safety procedures that must be followed to prevent, control and eliminate these food safety hazards.

For this project you will need to obtain copies of the relevant Federal and State food legislation. You may also need to consult your organisations operational plan and quality assurance documentation.

Each stage of the development of your food safety manual will need to be provided to your assessor as evidence that you are competent in this unit. The tasks below will provide guidance in the evidence to gather for this assessment.

You will outline the process and procedures for the development of your food safety manual. The documentation and activities required may include:

· Plan the stages for developing a food safety program including the identification of appropriate staff to assist and consult; the processes to be covered by the food safety program to meet the requirements of the food business and legislation/regulations; the most appropriate approach to developing a food safety program to suit the food business; the establishment of timelines; and the proposed allocation of responsibilities. 

· Identify food handling practices, processing techniques and support programs in use; and the hazards that are reasonably expected to occur in the business.

· Establish appropriate methods of control including validating existing control methods and where there is no adequate control method in place, establishing an appropriate method. Objective data, industry guidelines and codes of practice may be required to validate existing methods of control. 

· Establish procedures for implementing preventive action including revision of materials, processes and/or food handling procedures as well as revision of workplace practices and documentation such as specifications, operating procedures and approved supplier programs.

· Describe the monitoring requirements for each food safety hazard including a description of the method or procedure to be followed, the frequency and timing, the person responsible and the information to be recorded. Procedures to be followed are typically specified in the form of a standard operating procedure or work instruction. 

· Describe corrective action requirements in the event that acceptable limits or requirements of support programs are not met. At a minimum corrective action requirements must cover the procedure to be followed, when corrective action must be implemented, the person responsible for taking corrective action and the information to be recorded 

· Develop required documentation relating to the design and maintenance of the food safety program. This depends on the nature of the food business. It may include process flow diagrams, hazard analysis charts and tables, support program requirements, data analysis reports, corrective action reports and verification reports.

· Establish record keeping requirements and system including specification of information to be recorded and procedures for managing document control including storage, retention, retrieval and revision. 

· Develop a plan for the regular review of the food safety program that meets food safety legislation/regulations to confirm that the food safety program is current and adequate. Any change that could affect food safety should trigger a review and validation prior to change being introduced. The plan must also provide for review by an approved food safety auditor at the determined frequency and establish action required if the outcomes of verification indicate that the program requirements have not been met or that the original program was inadequate. 

· Communication process used for communication and to consult with, negotiate and communicate roles and responsibilities to people in the food business.

Facilitating online 

Here are some great tips supplied by trainers who facilitate e-learning programs. They’re not meant to be prescriptive, and different things will work for different trainers and learners. They're in no particular order.

Tips for trainers

· At enrolment time, well before classes begin, ask learners to work through this site: www.tafe.qld.gov.au/rsg - Ready Set Go, a student guide to Online Learning. This resource explains the language of the Internet, and has guides for using email, sending and receiving attachments, using web browsers, and using web forums and chat systems.

· Learning online in distance mode, and interacting with people via emails and chats, will require learners to have reasonable literacy and keyboard skills – more so than for learners who learn in a face-to-face setting where they can talk about ideas. If this isn't realistic for your learners consider face-to-face sessions to supplement distance learning or other supports such as telephone support or teleconferences.

· If learners are new to online learning (and are able to get to a workshop) some trainers may like to hold a face-to-face orientation workshop for online learners. A session plan for one of these is contained in this Teacher’s Guide.

· If you are delivering the program online, email will be the primary method of communication with your learners, so ensure that you have a clear system of email folders for managing the traffic.

· Send a weekly email to all learners with reminders of the tasks that should be completed and the tasks in progress with reminders for times of chats or forums during that week. Alerting learners to activities for which they should be undertaking individual learning (eg in the learning tasks and the learning packs) prior to a group activity in the week to come can also be helpful. You might comment on the quality of work in the preceding week and provide tips and encouragement for the task at hand. 
· Be clear about timeframes by setting targets for learning. These can help you with your ‘online lesson’ planning. You will need to set frameworks so that learners know what to do, and when to do it.

· If you manage a very large group of learners, create a sense of community online by setting up study groups of 4 – 8 learners, all of whom begin the Unit at more or less the same time. This makes it easier for learners to gain the benefits of social learning and to form networks as they study.

· Once you have set up the study group, facilitate an online ‘icebreaker’ activity when learners start the Unit. Ideas for facilitating this are contained in this Teacher’s Guide. 

· Plan ahead and be clear to your learners about which group work activities that you expect them to complete (also see the next section containing extension activities).

· When learners are about to start an online group activity, send them an email with instructions on what teams they will be in or whose job it is to start a round robin activity. Do not presume learners will work it out.
· Establish whether your learners have completed any previous units online. This way you can gauge how much support you will need to provide to coach learners to develop online learning skills, as well as the content in the units. You will probably find learners require different levels of support. In the first few weeks get a clear picture of how each learner is coping to enable early intervention.

Starting together as a group – online icebreakers

You can use an online icebreaker in a computer training room or with learners who are in different locations. 

If you intend your learners to collaborate online (using email, a learning management system, or a web discussion board) it’s important to give them a chance to become familiar with each other by using the medium, before they start more formal study.

Go to www.thiagi.com for some ideas. Follow the link to Freebies, then to Training games.
Set group projects based on the task sheets

The workplace task sheet under the ‘Apply’ tab in each learning task can be used for group work.

A group could:

· work together to identify a similar problem/issue/opportunity that they will base their task on, then work individually with their own work teams, and later report back to the group as part of their own review process, or

· if they are in the same organisation, work together to identify a common problem/issue/opportunity, and then work on it as a team within their organisation.

Some advantages of this approach are:

· it can facilitate social learning, especially useful if learners are geographically dispersed or isolated

· learners gain practice using online communication tools in a practical task-focused way

· it can allow learners to practise skills of planning, collaboration, consultation and networking required of a frontline manager

· it can be integrated with assessment of underpinning skills such as communication skills, and of the Key Competencies.

Here are some practical suggestions for implementing group projects:

· limit teams to no more than 3 or 4 learners

· set a date for completion of the group project

· consider asking learners to write a self assessment and peer assessment of their contribution to the group process – this will encourage learners to reflect on their collaborative skills, as well as providing you with more information if you are considering using the group work as an assessment item

· provide guidelines as to how you expect your learners to collaborate, eg entirely online, or through a mix of face-to-face meetings and online communication.

Implementing the group work ideas – fun ways to do it

When you see the group work ideas in the Toolbox you will notice they are just a general topic or question, i.e. we have not written a facilitation process into the question itself.

This is so that you can facilitate the group work ideas in a way that suits your learners, your teaching style and the technology available. Here are some ideas.

· Email game – designed to progressively generate and process content around a salient issue; go to www.thiagi.com for more information. Example:

Example for Learning Object 11 Determine Control Mechanisms and Corrective Actions

Create a list of control mechanisms for an identified food safety hazard(s) in your workplace.

Appoint a game coordinator.  Each learner sends a list of 5 potential food safety hazards and relevant control mechanisms to the game coordinator.  The game coordinator collates these and sends the complete list back to all players.  Players then vote on the top 5 control mechanisms.  The coordinator again collates the results and feeds them back to players.  Game takes no more than 5 days. 

· Debate – turn the group work topic into a debate. Assign teams to the ‘yes’ and ‘no’ cases, choose an adjudicator, and hold the debate on your bulletin board or chat system.
Example for Learning Object 9 Plan a food Safety Program

‘The development of a food safety program should be the responsibility of the manager/owner of the business.’

Assign teams to ‘yes’ and ‘no’ cases, choose an adjudicator and hold the debate on a forum or chat system.

A fun alternative to the traditional debate is to form three teams.  If you’re

in a training room get two teams to stand facing each other to increase the sense of confrontation; these two teams are assigned the ‘yes’ and ‘no’ cases.  They then argue their case to each other as forcefully as they can; there are no rules.

The third team votes on the winner.

· Depolariser – aims to increase levels of awareness about alternative points of view; see www.thiagi.com for more information. 
Here are some other types of group activity that you may like to create activities around. They are in a (very) rough order from easiest to hardest for learners to do online:

· At the coalface – focusing on a particular topic, learners tell each other about their own experiences at work. It’s usually easy for most people to talk about their own experiences. The questions you set for the group should also encourage some critical reflection, eg ‘What would you do differently?’

· WebQuest – learners find good websites on a particular topic, containing useful tools etc, and each group is responsible for preparing a report to the larger group of websites with a brief review of each. A good way to develop web research skills and collaboration skills at the same time
· Workplace research – use team research to get learners to look at a particular issue/problem/process in their workplace(s). Put learners in 'mini-teams' then get them to report back to the larger group. You can use the ‘My workplace’ prompt questions in the Content guide. The Content guide is found inside each learning pack in the Food Safety Toolbox.

· Peer review – learners team up with a study buddy and give structured feedback on each other’s work on the task. Useful to encourage group collaboration and support, and to practise the important skill of giving and receiving feedback. Use the process of Praise-Improvement-Praise to facilitate this so that the focus remains constructive:

· praise one specific thing the other person did

· suggest one point for improvement
· praise one more specific thing the other person did.

· Role play – use this where practising an interpersonal skill is relevant. Use role plays carefully – they require some skill on the part of the facilitator.

Orientation session plan

Where learners are new to online learning it is helpful (if possible) to provide a face-to-face orientation session.  Why? Relationships in online learning support successful learning in the same way as in traditional classroom settings, establishing contact with peers and facilitators assists in developing these relationships.

Participants will have access to computers for the orientation. The following material is designed for a 1 –3 hour session – just choose the activities you want to use with your group.

Orientation session plan

	Time
	Activity
	Resources

	15 min 
	Icebreaker – introduction game
	Any game, see www.thiagi.com

	15 min
	Outline outcomes for this session, eg:

· establish basic skills for online learning

· establish expectations of learners

· provide guided orientation to Toolbox

· conduct a self-assessment and begin to prepare an individual learning plan.
	

	15 min
	Brainstorm expectations of learners – groups of 5 – 7

Feedback whole group
	Butchers paper

	
	5 minute break – move to computers

Each learner to have computer
	

	30 minutes
	Introduce the Learning Management System or communication tool.  Be sure you point them to the system's online learner or user manual.  Ask learners to:

· update their details – eg change password or email address

· post to forum – a brief bio – or it could be game (3 things about yourself, 1 of which is a lie) – each learner is to respond to someone’s post - which is the lie?)
	Computers with LMS (eg WebCT) or communication tools (eg WebBoard)

	30 min
	Give learners the following questions (or questions you devise): What area of working in the food industry do you particularly like and why? What attracted you to the job/industry you're in? Where do you see yourself in 10 years?

Facilitate an online chat around these 3 questions.
	Computers with LMS (eg WebCT, Janison) or access to an online group tool (eg WebBoard, ninemsn groups)

	45 min
	Introduce learners to features of Toolbox:

· identify the topics they will be using

· move through the structure of the topic. The learning tasks, the groupwork ideas, the learning packs

· ask each learner to work through the online orientation to the Toolbox.
	Toolbox – on server or CDs for each learner to access

	5 min
	Revisit Outcomes for session and learner expectations

Identify time each learner needs to spend becoming confident in using the Toolbox
	Brainstorm material and overheads on session objectives


Customising

The learning objects contained in the Food Safety Toolbox have been designed around generic food service settings, incorporating legislation and regulations required in this environment. 

Workers in food service must have the knowledge and skills required to carry out their work in a safe manner.  Whether they work in a health/community context or related food service they need knowledge and skills on the safe handling of food, workplace policy and procedures, hazards and safety procedures, risk minimisation, reporting and recording. The learning objects allow for reusability across a number of training packages where there is an emphasis on client/patient care and safety. 

The Food Safety Toolbox learning objects contain core content and common skill sets to a wide range of associated Training Packages. These include:

· Hospitality 

· Seafood 

· Food Processing 

· Australian Meat Industry 

· Local Government 

· Retail 

The teacher or workplace trainer may customise both the application of skills for specific contexts as well as the specific learning objects that relate to different units of competency. Customisation suggestions are included in the following section.

Training package requirements

The food safety learning objects have been designed to align to Health Training Package units of competency. The food safety units of competency from associated Training Packages may be arranged differently or have additional requirements.  Be sure to check the guidelines in each Unit of Competency in the Training Package before using this Toolbox as a learning tool. The tables at the end of this guide will assist in identifying the performance criteria aligned to each learning object.

Content guides and Workplace task sheets 

The Content guides are detailed readings on the topic, with short activities that help the learner make the connection between the 'theory' and their own job.

They are provided as .DOC files so you can change them easily using your Office application or word processor. You can either:

· make the changes and email them to your learners (or distribute through your learning management system), or

· overwrite the version of the resource that your learners are using from a CD or server.

Additional information that may be required to customize the content guides specific to the relevant training package could include:

· specific industry codes, codes of practice, regulations and/or guidance notes which may apply in a jurisdiction such as Cook-Chill (Hospitality); Dairy (Food Processing); Fish Handling (Seafood); Meat Retail (Australian Meat Industry and Retail Training Packages)

· state based specific legislative requirements including - state based food legislation references; state Health Department directives; and local government regulations

· information related to routine manual processes and/or operation of simple automated equipment (Food Processing)

· quality assurance program details (Food Processing and Australian Meat Industry)

· specific site information and issues including the production environment (Food Processing); and the aquatic processing environment (Seafood)

· specific personal equipment requirements (Seafood, Food Processing).
The Workplace task sheets provide the practical activity for each Toolbox task. We've designed them to work in a wide range of situations, but they will be even more useful if you customise them to add specific instructions for your own learners. 

They are located inside each learning object folder:

· open the folder toolbox_703
· open the folder containing the task sheet you want to customise, eg 2004_171_001
· open the documents folder.

See-Try-Apply case studies

The See-Try-Apply case studies in learning objects 2004_171_004 to 2004_171_012 are built so you can customise the content without needing to learn the Flash developer software. You can:

· change entire case studies, including audio and images, so they’re specific to your industry

· edit the text information on the overview or any other screen to highlight a particular point for your learners

· edit the decision quiz.

You can also edit any of the work samples and the learner’s workplace task sheet (see instructions for editing .DOC files above).

Show and tell presentations

The Show and tell presentations in the Learning packs contain sound and images, but we’ve built them so you can customise the content without needing to learn the Flash developer software. The Show and tells provide learners with an overview of the topic area, so you could customise it to:

· your industry

· your State

· your organisation.

Quizzes 

The quizzes appear in each Learning pack and in the See-Try-Apply section. You can change to quiz to suit your target group.

Knowledge base

The Knowledge base is the extended glossary found with each learning object. You can add, delete or edit items to suit your needs.

Instructions are in the Technical guide

For instructions on how to customise all these things, see ‘Editing the .TXT files for Flash assets’ and ‘Editing the .XML files for Flash assets’ in the Technical guide. 

Training Package mapping

	Unit of competency
	Learning object
	Tasks
	Performance criteria

	HLTFS7A

Follow basic food safety practices

	1. Handle food hygienically
	The simulation has three work shifts that the learner can choose from, each one is set in a different place. When the learner chooses a shift he/she will enter a room in a food business. Some things will look similar and some things will look different to their workplace, but they will be work environments that have all of the important things that may be encountered as a food worker.

Simulation A: 

Is set in the receiving dock and store area.

Simulation B: 

Is set in a commercial kitchen. 

Simulation C: 

Is set in a service area.


	1.1 Food handling is carried out according to the food safety program 

1.2 Processes or practices which are not consistent with the food safety program are identified and reported 

1.3 Corrective action is taken within the level of responsibility, according to the food safety program



	HLTFS7A

Follow basic food safety practices
	2. Keep the workplace clean
	The simulation has four work shifts that the learner can choose from, each one is set in a different place. When the learner chooses a shift he/she will enter a room in a food business. Some things will look similar and some things will look different to their workplace, but they will be work environments that have all of the important things that may be encountered as a food worker.

Simulation A:

Is set in the receiving dock and store area. 

Simulation B: 

Is set in the kitchen. 

Simulation C: 

Is set in the washing up area. 

Simulation D: 

Is set in the service area. 


	1.4 The workplace is maintained in a clean and tidy order to meet workplace standards

	HLTFS7A

Follow basic food safety practices
	3. Maintain personal hygiene
	The simulation has three work shifts that the learner can choose from, each one is set in a different place. When the learner chooses a shift he/she will enter a room in a food business. Some things will look similar and some things will look different to their workplace, but they will be work environments that have all of the important things that may be encountered as a food worker.

Simulation A:

Is set in the receiving dock and store area. 

Simulation B: 

Is set in the kitchen. 

Simulation C: 

Is set in the service area. 


	2.1 Personal hygiene meets the requirements of the food safety program

2.2 Health conditions and/or illness are reported as required by the food safety program 

2.3 Clothing and footwear worn is appropriate for the food handling task and meets the requirements of the food safety program

	HLTFS10A

Apply and monitor food safety requirements
	4. Apply food safety
	The learner will to meet two people working in the food industry. They've been asked to help put food safety programs into place.

See: Jarrod tackles his concerns about poor food safety practices he has observed in the kitchen.
Try: The learner will help Lorraine find out what she needs to know to meet the requirements of her program.

Apply: The learner will apply the principles from these stories to their own workplace.
	1.3 Food safety information is recorded to meet requirements of the food safety program

2.1 Processes or conditions which could result in a breach of food safety procedures are identified and reported

	
	5. Monitor and control food safety
	The learner will meet some people working in the food industry who have to monitor and take corrective actions as shown in the food safety program.

See: Bob, who is a hospital cook, gathers the information he needs so that corrective actions for food safety hazards can be taken.
Try: The learner will help Kirsty and her staff monitor food hazards.

Apply: The learner will apply the principles from these stories to their own workplace.
	1.1 Food safety hazards are monitored and controlled as required by the food safety program 

1.2 Where food safety control requirements are not met, the non-conformance is promptly reported and corrective action is taken

2.2 Corrective action is taken in accordance with the food safety program

	HLTFS9A

Oversee the day to day implementation of food safety in the workplace

HLTFS9A

Oversee the day to day implementation of food safety in the workplace
	6. Communicate with staff to meet food safety requirements
	The learner will meet some people working in the food industry who have been asked to put a food safety program into practice.

See: Bob a cook in a hospital, communicates the program’s policies and procedures.
Try: The learner will use some tools to help Joe, who is a food service supervisor, find out the information needed to meet the requirements of the food safety program. 

Apply: The learner will apply the principles from these stories to their own workplace.
	1.1 Food safety requirements and procedures are communicated to others in the workplace

1.3 Personnel in the food area are supported to meet food safety requirements

	
	7. Respond to non-conformance of food safety controls
	The learner will meet some people working in the food industry supervising food safety implementation. They are required to collect and analyse food safety data and respond when products do not conform to the food safety program.
See: Remy, a chef in a health care facility, responds to a non-conformance incident and the steps she takes to find the cause and prevent a recurrence.

Try: The learner will help Kirsty investigate and respond to a non-conformance incident in the café she manages.

Apply: The learner will apply the principles from these stories to their own workplace.
	2.1 Procedures for responding to non-conformance are promptly implemented

2.2 Causes of non-conformance are identified 

2.3 Control measures are implemented to prevent recurrence

2.4 Procedures are developed or revised to support effective control of food safety hazards



	HLTFS9A

Oversee the day to day implementation of food safety in the workplace
	8. Oversee food safety monitoring and recording
	The learner will meet some people working in the food industry who are required to oversee the monitoring of food safety and the recording of food safety information.
See: Remy shows how she supports the staff of the health care facility to carry out effective monitoring.
Try: The learner will help Joe ensure that monitoring meets the requirements of the food safety program and that monitoring results are accurate.

Apply: The learner will apply the principles from these stories to their own workplace.
	1.2 Food handling processes and procedures meet the requirements of the food safety program

3.2 Food safety records are complete and meet the food safety program and legal requirements

3.1 Processes or conditions which could result in a breach of food safety procedures are identified and preventive or corrective action is taken

	HLTFS11A

Develop food safety programs

HLTFS11A

Develop food safety programs
	9. Plan the development of a food safety program
	The learner will meet some people working in the food industry who have been asked to develop a food safety program.

See: How Joe gains the knowledge he needs to develop a food safety program.
Try: The learner will help Bob with the development of the food safety manual for his area.

Apply: The learner will apply the principles from these stories to their own workplace.
	1.1 The scope of the food safety program is agreed with the food business

1.2 Personnel and resources to be involved in the development of the food safety program are identified and negotiated with the food business

1.3 A plan for the development of a food safety program is agreed with the food business



	
	10. Analyse food safety hazards
	The learner will meet some people working in the food industry who have to analyse food safety hazards in their workplace.
See: Kirsty, who is a manager in a café, analyses the food safety hazards and develops a program for the business.  
Try: The learner will help Lorraine who is on the food safety team for the child care centre in which she works. She has been asked to describe the control measures used to reduce food safety hazards in her workplace.

Apply: The learner will apply the principles from these stories to their own workplace.
	2.1 Processes to be covered by the food safety program are identified and steps within each process are described 

2.2 Food safety hazards that are reasonably expected to occur are identified for each process 

2.3 Handling methods, processing techniques and existing support programs used in the food business are identified

3.1 Acceptable methods of control are established for each food safety hazard that is reasonably expected to occur 

3.2 Control methods are validated 

3.3 Procedures for taking preventive action are established



	HLTFS11A

Develop food safety programs

HLTFS11A

Develop food safety programs
	11. Determine control mechanisms and corrective actions for food safety hazards
	The learner will meet some managers working in the food industry who have to develop monitoring systems and corrective actions for food safety hazards.

See: Joe, the food services supervisor needs to monitor the critical control points in food preparation and revise the standard operating procedures to reflect the appropriate level of corrective action to reduce the food safety hazards.
Try: The learner will help Remy who is a chef, on a food safety team. She needs to report to the team on how to monitor control measures and take corrective actions for food safety hazards to be reduced.
Apply: The learner will apply the principles from these stories to their own workplace.
	5.1 Required corrective action to respond to situations where hazards are not effectively controlled is established

5.2 Corrective action requirements and

responsibilities are communicated to food business personnel

4.1 Appropriate methods for monitoring that processes remain within control are established

4.2 Monitoring requirements and responsibilities are appropriate to the food business and communicated to food business personnel

6.2 Record keeping requirements and responsibilities are communicated to food processing personnel

	
	12. Develop methods to record and verify food safety information
	The learner will meet some people working in the food industry who have been asked to develop a food safety program.
See: How Kirsty uses verification procedures to check all requirements are being meet by her food safety program and that the system works.
Try: The learner will help Joe who is on the food safety team and has been asked to report back on how the records for operating a food safety program are being recorded and verified.
Apply: The learner will apply the principles from these stories to their own workplace.
	6.1 Records required to document, implement and maintain the food safety program are established

6.2 Record keeping requirements and responsibilities are communicated to food processing personnel

7.1 A verification schedule is developed to review the food safety program to ensure adequacy 

7.2 Verification requirements and responsibilities are communicated to food business personnel 

7.3 The food safety program is revised to take account of verification outcomes
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