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About this Trainer Guide

This guide has been developed to assist and support you in using the ‘A Healthy Start’ Toolbox in your training delivery. It explains the structure and features of the Toolbox, and offers suggested customisation and delivery strategies to help maximise the learning experience for your online group. These strategies will also help you to take full advantage of the collaborative learning environment that can be achieved through facilitated discussions and information sharing amongst the group of learners. 

The delivery strategies detailed in this guide are by no means exhaustive – we encourage you to use your creativity to develop additional meaningful learning experiences for your learners. 

Rather than detail each component of the tasks within the Toolbox, this guide provides you with an overview of the learning sequence and the options contained in each section of that sequence. 

Overview

The competency unit chosen for A Healthy Start is HLTHIR1A; Work effectively in the Health Industry, from the Health (HLT02) Training Package. This unit covers the introductory skills and knowledge required to work effectively in a healthcare setting with patients, clients, staff, visitors, suppliers and others to meet established work requirements. 

Work will be within a prescribed range of functions involving known routines and procedures with some accountability for the quality of outcomes. The workplace context may be a: 

· specific community,

· community or regional service,

· department of a large institution or organisation, or

· specialised service or organisation.

The unit HLTHIT1A has a broad applicability across a range of job roles within the health industry. The activities within A Healthy Start can be reused in a range of contexts from laundry services to dental technicians and laboratory assistants. In addition, A Healthy Start will also have relevance in any other industry sectors where ethics, hygiene, health and safety, quality improvement, personal skill development and communication skills are important. VET in Schools will also be a target audience for A Healthy Start, as it will cover skills and knowledge ideal for preparing a young person to work in the health industry. 

Target audience

The health industry is in the midst of significant changes that are redefining the workforce and its training needs. Health care providers require workers who have the necessary skills and knowledge, evidenced by successful attainment of relevant VET competencies, to support its future growth. 

The target learners are typically:
· more mature-aged, ie; aged over 35 years,

· women, often seeking part-time work,

· persons returning to work after having raised a family,

· seeking a new career following redundancy or unemployment,

· not always certain which area of health care they wish to enter, but seeking generic employability skills for the industry,

· more inclined towards a kinaesthetic learning style,

· seeking a job or career in which they are able to "help" people,

· moderately computer literate, and

· not from a strong academic background.

 

Additionally, learners seeking employment in the support services areas of the health industry (for example; orderlies, store persons, laundry staff) are often from a non-English speaking background and may have a low level of language and/or literacy skills.

 

Since the target audience will be mature and possibly already in full time employment, an online learning environment is appropriate as it provides flexibility for the learner. There is a focus on the learner working through activities independently. It is anticipated that the learners will have beginner to average computer skills, though not necessarily be familiar with online learning environments. To assist learners clear and consistent navigation has been provided and detailed instructions will be given, particularly in the tour.

The context

The Toolbox is set in the fictional Sunset Bay Health Campus. The landing page introduces the learner to an interface that allows them to navigate between five sectors of the Health Campus:

1. General Wards 

2. Emergency Department 

3. Nursing Home 

4. Kitchen

5. Dental Clinic

Each of these sectors will host an element of competency, as follows:

General Wards

Supports the element HLTHIR1A/01 – Work ethically

Emergency Department

Supports the element HLTHIR1A/02 – Demonstrate the importance of hygiene and infection control in the health industry

Nursing Home

Supports the element HLTHIR1A/03 – Participate in quality improvement activities

Kitchen

Supports the element HLTHIR1A/04 – Take responsibility for personal skill development

Dental Clinic

Supports the element HLTHIR1A/05 – Communicate effectively with colleagues and clients

More detail on these elements is provided on the following pages.

HLTHIR1A/01 – 

Work ethically

1.1 Relevant organisational procedures, policies, and awards, standards and legislation are located and read and uncertainties are clarified with appropriate personnel 

1.2 Any breach or non adherence to standard procedures is referred to appropriate personnel 

1.3 Confidentiality of any client or patient matter is maintained in accordance with organisational policy and procedure 

1.4 Work practices show respect for rights and responsibilities of others 

1.5 All work undertaken reflects current working knowledge and understanding of employee and employer rights and responsibilities 

1.6 Individuals and cultural differences are recognised and adjustments made as necessary to assist the achievement of work requirements 

1.7 All work undertaken reflects understanding and compliance with the principles of duty of care, legal responsibilities and organisational goals and objectives

HLTHIR1A/02 – 

Demonstrate the importance of hygiene and infection control in the health industry:

2.1 Personal hygiene and dress standard is maintained according to organisational infection control requirements 

2.2 Personal protective equipment is worn correctly according to organisational requirements 

2.3 Infectious and/or hazardous waste material is safely disposed of according to waste management policy and procedures 

2.4 Reporting is undertaken or action initiated, within own area of responsibility, to redress any potential workplace hazards

HLTHIR1A/03 – 

Participate in quality improvement activities

3.1 Relevant quality activities are participated in to support improved work practices and compliance with accreditation standards 

3.2 Changes to work practices and procedures are responded to positively in accordance with organisational requirements

HLTHIR1A/04 – 

Take responsibility for personal skill development

4.1 Advice is obtained from appropriate persons on future work/career directions 

4.2 Options for accessing relevant skill development opportunities are identified and acted upon in consultation with manager 

4.3 Designated skill/knowledge development and maintenance activities of the organisation are undertaken including induction training 

4.4 Personal work goals are identified and prioritised in accordance with organisational requirements

HLTHIR1A/05 – 

Communicate effectively with colleagues and clients

5.1 Workplace protocols and communication procedures are routinely applied in all work activities 

5.2 Communication with clients and colleagues demonstrates respect for individual differences 

5.3 Interpersonal communication with clients and colleagues is consistent with the organisation's standards 

5.4 Appropriate measures are taken to resolve conflict and individual differences in a way which reflects positively on the organisation 

5.5 Personal communication styles are reviewed and revised in an ongoing way to ensure they continue to match organisational standards

Assessment may include: 

· Observation of work performance 

· Written tasks 

· Interview and questioning 

· Authenticated portfolio/log book 

· Supporting statement of supervisor(s) 

· Authenticated evidence of relevant work experience and/or formal/informal learning 

Context of assessment: 

This unit is most appropriately assessed in the workplace or a simulated workplace environment under the normal range of work conditions. 

To establish consistency assessment should be conducted on more than one occasion to cover a variety of circumstances. A diversity of assessment tasks is essential for holistic assessment. 
Design objectives

The Toolbox has been designed according to these objectives:

1. Creating problem based learning activities, where the learner takes responsibility for their own learning. Learners are given guidance to complete a task and access the appropriate resources to carry it out.

2. Flexibility, providing you with more options for using the Toolbox to suit the different needs of your learners. 

Facilitation requirements

Because facilitator focused instructions are not included in the content of this Toolbox, you will need to develop a strategy for communicating with your learners and providing direction to the activities. 

Assessment requirements

A Healthy Start is a teaching and learning resource, and therefore does not directly address assessment requirements or strategies. It does, however, provide the assessor with options to use some of the tasks as evidence towards competency. Specifically, the ‘worksheet’ that accompanies the ‘Investigate’ section of each element, the ‘Think and Discuss’ questions, and the ‘Workplace Project’ activities.
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Organising structure and key features of the Toolbox

The Toolbox is made up of a number of activities organised in five different “locations”.

· Each location relates to the five elements of competency within the unit HLTHIR1A; Work effectively in the Health Industry.

· Each activity relates to performance criteria within each element.
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A Healthy Start has three main interfaces, as follows:

1. The home page
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1. This is the Sunset Bay Health Campus. The image can be used to navigate directly to an element of competency. Move your mouse over the image to see this demonstrated, and notice that each area of the building corresponds with one of the five icons, as detailed in (2).

2. Each area of Sunset Bay contains an element of competency, and is represented by one of these five icons.  Roll your mouse over the icons to see what each one contains, as detailed in (3). Clicking an icon will take you to the introduction page for that element, from which you can select a task from the menu. NOTE: there is a link above the main graphic for users preferring a text-based navigation rather than the Flash version.

SUMMARY POINT: You can navigate to the elements (and tasks within each element) either by clicking a section of the Sunset Bay Health Campus image, or by clicking one of the five icons.

3. This area populates with text that corresponds with the building or icon that you have moved your mouse over.

4. Links to ‘Getting Started’ (a tour for first-time users), ‘Tools’ (this allows learners to communicate with their online teacher and other learners via e-mail, discussions and chat), and credits/disclaimer information.

5. Direct links to the Glossary (contains all terms within the glossary for the whole Toolbox) and the three key resources that support the content and tasks in A Healthy Start; Sunset Bay’s Policy and Procedures Manual, the ‘Health-E Training Area’ and the ‘Healthy Outlooks Magazine’. These are explained further later in this guide.

2. The element introduction page
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Having selected an area (element) from the home page, you arrive here.
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1. 
You are greeted by a staff member from the area, and given a ‘welcome’. A brief introduction to the competency area is also provided.

2.
Each element will contain one or more tasks (as you can see, this one has three). Click the title of the task/s to go directly to the learning activities. There is also a ‘Back to Main’ link here, click that to return to the home page.

3.
These links work the same here as they did on the home page.

4.
If you wish to go to a different area/element, you can navigate via these icons to save returning to the home page. 

3. The task introduction page
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Having selected an area (element) from the home page, you arrive here.


1.
This header section appears on every page within the task, for consistency and to provide a visual anchor point.

2.
Each task contains 6 discrete learning components, each is accessible via the links on this left-hand side navigation panel. Note that each component also has an icon, and that the text highlights white to show which section of the task you’re currently in. 


The 6 sections within each task stand alone as valid learning activities, giving learners the option to select the area/s that they want to visit depending on their learning needs. 


Each of these sections is explained in more detail on the following page.

3.
‘NEXT’ and ‘BACK’ buttons are also provided, as an easier way to navigate sequentially through the sections of a task. 

4.
Navigation links to the ‘Glossary’, ‘Tools’, ‘Home’ and ‘Tasks Menu’.

5.
Content area. This is where all the content appears – some pages require scrolling.

The learning components

Each task within A Healthy Start is structured in exactly the same way, and features 6 discrete learning components. Each one is explained below.


INTRODUCTION

This component introduces the topic and provides an introduction to the activities within the task. Competency details are also provided, so that the learner can see how it relates to the unit of study. 


TASK

Here, the main activity for the task is introduced, and a ‘taster’ slide show is available. 


INVESTIGATE

The ‘Investigate’ component offers three options for the learner to pursue. They can look at information in Sunset Bay’s Policy and Procedure Manual, read articles in the ‘Healthy Outlooks Magazine’, and undertake interactive quizzes and learning activities in the ‘Health E-Training’ area. 

Each ‘Investigate’ page contains a worksheet that the learner should complete. The worksheet asks questions pertaining to the content that focus on key learning points that relate to the skills and knowledge required for competency. NOTE: these worksheets could be used as evidence towards a demonstration of competency, and can be easily customised simply by editing the content in a word processing program such as Microsoft Word. 


TRY THIS!

The ‘Try This!’ area revisits the situation/problem that was introduced back on the ‘Task’ page, but provides more detail. A ‘quiz’ style interaction is presented, in which the learner needs to apply their skills and knowledge in the content area to solve a problem or resolve an issue.


THINK AND DISCUSS

This component is designed to encourage discussion and reflection on the key learning points from the content by posing questions. You may like to use these as the basis for structured discussion activities in the form of:

· group work, 

· brainstorming activities, or

· online discussions (post the discussion topics as threads in the discussion forum). 

WORKPLACE PROJECT

This component encourages learners to apply the skills and knowledge of the task to their own workplace context. A ‘project sheet’ is provided, and when completed could be used as evidence towards a demonstration of competency.

The workplace project task/s would also work well as discussion starters and/or group learning activities for a more collaborative experience.



Getting Started

Tools required

Users will need a computer (PC or Mac equivalent) with the following software and hardware:

Hardware
· IBM compatible computer, 300 MHz processor 

· 128 MB of RAM 

· 4 Gb hard disk 

· 800 x 600 display (1024 x 768 recommended) 

· CD ROM drive 

· 1.44 Mb floppy disk drive 

· sound card and speakers or headphones 

· 28.8 k modem or higher configuration 

Software

· Microsoft® Windows® 98 or 2000 (PC users)

or
· Mac OS® 8.9 or above (Macintosh® users) 

· Microsoft® Internet Explorer 5 or 6

or
· Netscape® Navigator 6.2 or higher 

· CSS support enabled 

· JavaScript is not essential but is recommended to enable additional functionality. 

· Programs such as Microsoft® Word and Excel, to open and use downloadable forms, checklists, spreadsheets and worksheets 

· a valid email address. 

Preparing learners for the resources

We recommend that you encourage learners to work through the ‘Getting Started’ tour that’s accessible from the home page before beginning any of the activities in the Toolbox. 

If you choose to get the learners to participate in collaborative activities using the discussion forum, you will need to set up discussion threads prior to commencing the activity.  Learners will need to be advised of the requirements for the discussion activities, as these instructions will not be included within the Toolbox, and you may need to provide instructions to the learners on how to use the communication tools such as email, discussion forums and chat.
Activities

General Wards

HLTHIR1A/01 Work ethically
Task 1: Work ethically
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This section relates to:
HLTHIR1A/01 Work ethically

1.1 Relevant organisational procedures, policies, and awards, standards and legislation are located and read and uncertainties are clarified with appropriate personnel
1.2 Any breach or non adherance to standard procedures is referred to appropriate personnel
1.7 All work undertaken reflects understanding and compliance with the principles of duty of care, legal responsibilities and organisational goals and objectives

Description 

This task explains policies and procedures related to the health industry and how to apply them to every day situations, the rights and responsibilities of an employee, and legislation and regulations that govern the health industry. 

The learner is introduced to Alistair, an orderly in the General Wards section of Sunset Bay. Alistair is faced with a situation where he needs to know the policy and procedure relating to OHS and a delivery. By applying the Sunset Bay policies and procedures, the learner is required to help Alistair solve his problem.


General Wards

HLTHIR1A/01 Work ethically
Task 2: Legislation
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This task relates to:
HLTHIR1A/01 Work ethically


1.4 Work practices show respect for rights and responsibilities of others
1.5 All work undertaken reflects current working knowledge and understanding of employee and employer rights and responsibilities
1.6 Individual and cultural differences are recognised and adjustments made as necessary to assist the achievement of work requirements 

Description 

This task is about the the importance of working with colleagues and clients in a way that respects each individual's rights, and demonstrating an understanding of our responsibilities in terms of policy, procedure and legislation. It covers the rights and responsibilities of employees and employers, how to work in a way that shows respect for the rights and responsibilities of others, and how to recognise and understand individual differences. 

In this task, we meet Robin’s team as they are discussing some upcoming changes to the work roster. Each individual has an issue to raise, which requires the learner to investigate legislation to solve the problems. 


General Wards
HLTHIR1A/01 Work ethically
Task 3: Confidentiality and privacy
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This section relates to:
HLTHIR1A/01 Work ethically

1.3 Confidentiality of any client matter is maintained in accordance with organisational policy and procedure

Description 
This task is about the importance of protecting the privacy of clients through procedures that maintain confidentiality at all times. The focus is on policies and procedures that protect clients' privacy, and legislation that protects the privacy of individuals. 
Learners meet Sara, who has come across some confidential information about a client currently at Sunset Bay. She breaches Sunset Bay’s policy on confidentiality and privacy in several ways, also involving other staff. The learner is required to research confidentiality and privacy in order to decide what action/s should be taken to address the situation.


Emergency Department

HLTHIR1A/02
Demonstrate the importance of hygiene and infection control in the health industry

Task 1: Personal hygiene and dress standards
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This task relates to:
HLTHIR1A/02 Demonstrate the importance of hygiene and infection control in the health industry.

2.1 Personal hygiene and dress standard is maintained according to organisational infection control requirements.

Description 

This task focuses on the personal hygiene and dress standards that should practiced by health industry workers.  The learner is introduced to Clive, an orderly at Sunset Bay Health Campus who in a number of ways does not meet the personal hygiene and dress standards required.  As a consequence he puts patients at risk of cross infection.  The learner is asked to find out how they can “clean up Clive”.

Learners are encouraged to examine the dress standards required in the health industry using the Policy and Procedure Manual as reference.  Personal hygiene standards are examined and the risk of cross infection due to poor personal hygiene is investigated.  Standard hand washing procedure is described and opportunities for practice are provided using an online interaction. 


Emergency Department
HLTHIR1A/02
Demonstrate the importance of hygiene and infection control in the health industry

Task 2: Personal Protective Equipment
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This section relates to:
HLTHIR1A/02 Demonstrate the importance of hygiene and infection control in the health industry.

2.2 Personal protective equipment is worn correctly according to organisational requirements.

Description 
This task is about the use of Personal Protective Equipment (PPE) in the health industry. It explains types of PPE, wearing PPE correctly, when to wear PPE, and policies and procedures related to PPE.1
The learner meets Ning, who is having a very busy day and is a little stressed. She has been asked to clean a room, and the job requires her to wear some specialist Personal Protective Equipment. The learner’s task is to research the types of PPE available, and their applications, then help Ning select the correct PPE for the cleaning job.


Emergency Department
HLTHIR1A/02
Demonstrate the importance of hygiene and infection control in the health industry

Task 3: Hazardous and infectious waste management
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This section relates to:

HLTHIR1A/02 Demonstrate the importance of hygiene and infection control in the health industry.

2.3 Infectious and/or hazardous waste material is safely disposed of according to waste management policy and procedures.

2.4 Reporting is undertaken or action initiated, within own area of responsibility, to redress any potential workplace hazards.

Description 
This task is about hazardous and infectious waste and how to handle and dispose of it correctly to minimise the risk to clients and staff. It explains the policies and procedures related to waste in the health industry, how to identify hazardous and infectious substances, and reporting hazards in the workplace. 

The learner meets Dwayne, who works in the Emergency Department. It’s been a long day, and Dwayne’s in a hurry to get home. He spots a container overflowing with ‘sharps’, but decides not to do anything about it because he hasn’t got time. By applying their knowledge of policies and procedures relating to handling and disposing of hazardous and infectious waste, the learner is required to help Dwayne do the right thing.


Nursing Home
HLTHIR1A/03 Participate in quality improvement activities
Task 1: Quality improvement activities
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This task relates to:
HLTHIR1A/03 Participate in quality improvement activities.

3.1 Relevant quality activities are participated in to support improved work practices and compliance with accreditation standards.
3.2 Changes to work practices and procedures are responded to positively in accordance with organisational requirements.

Description 
This task introduces the kinds of quality improvement activities and accreditation standards that take place at Sunset Bay Health Campus, which are representative of those in the health industry. It investigates ways that learners can participate in similar activities at their own workplace. 
We meet Patrick, a quality improvement officer at Sunset Bay. He discusses four recent issues that have been identified through quality improvement strategies and need to be addressed. The learner is given options as to the best solution for each issue, and is required to apply their knowledge of quality improvement activities to help Patrick.


Kitchen
HLTHIR1A/04 Take responsibility for personal skill development
Task 1: Personal skill development
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This section relates to:
HLTHIR1A/04 Take responsibility for personal skill development.

4.1 Advice is obtained from appropriate persons on future work/career directions.
4.2 Options for accessing relevant skill development opportunities are identified and acted upon in consultation with manager.
4.3 Designated skill/knowledge development and maintenance activities of the organisation are undertaken including induction training.
4.4 Personal work goals are identified and prioritised in accordance with organisational requirements.

Description 
This task is about personal skill development in the health industry, and how employees can go about setting their own personal and professional development goals. 
The learner meets Sam, who works in the kitchen and enjoys his job there. But he also has some career goals, and would love to go overseas one day. The learner is asked to help Sam set some goals, and prioritise them appropriately. 


Dental Clinic
HLTHIR1A/05 Communicate effectively with colleagues and clients
Task 1: Communication and conflict
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This section relates to:
HLTHIR1A/05 Communicate effectively with colleagues and clients.

5.1 Workplace protocols and communication procedures are routinely applied in all work activities.
5.2 Communication with clients and colleagues demonstrates respect for individual differences.
5.3 Interpersonal communication with clients and colleagues is consistent with the organisation's standards.
5.4 Appropriate measures are taken to resolve conflict and individual differences in a way that reflects positively on the organisation.

Description 
This task explains what conflict is, and the skills required to deal effectively with it in the workplace. It focuses on what conflict is and ways of dealing with conflict, the communication process and the different kinds of communication, and policies and procedures related to conflict resolution and communication in the health care setting.

We meet Elda, who has had a terrible day full of conflict from a range of situations and people. She’s reached the end of her patience and needs some help. By applying their understanding of conflict and their conflict resolution skills, the learner is required to help Elda identify the source of the conflict, and select the most appropriate way of handling it. 

Dental Clinic
HLTHIR1A/05 Communicate effectively with colleagues and clients
Task 2: Workplace communications
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This section relates to:
HLTHIR1A/05 Communicate effectively with colleagues and clients.

5.1 Workplace protocols and communication procedures are routinely applied in all work activities.
5.3 Interpersonal communication with clients and colleagues is consistent with the organisation's standards.
5.5 Personal communication styles are reviewed and revised in an ongoing way to ensure they continue to match organisational standards.

Description 
This task looks at some of the kinds of communication that take place in the health care setting – both verbal and non-verbal. It also explores the policies and procedures related to communication in a health care setting.

The learner meets Colin, who has only been working at Sunset Bay a short time. Colin finds he often has to ask for assistance because he’s not always sure how things are done – there’s so much to remember. He needs some advice to improve his communication skills, so the learner is asked to help him with an email, take a phone message and fill out a form, following Sunset Bay’s communication procedures.

NOTE: there is an audio component with this task, but a text alternative of the audio script is provided.


Sunset Bay Policy and Procedures Manual

A key resource to support the tasks in A Healthy Start is the Sunset Bay Policy and Procedures Manual. This has been designed to replicate the kinds of policy and procedures that you would find in a health care setting.

It covers the following:

· Accreditation Standards
· Code of Conduct
· Confidentiality Policy
· Customer Service and Complaints Policy
· Deliveries Policy
· Dress Standards
· Floor Plan
· Grievance Policy
· Human Resources Policies
· Infection Control Policy
· Occupational Health and Safety Standards
· Organisational Chart
· Performance Appraisals
· Quality Improvement Policy
· Security Procedures
· Strategic Business Plan
· Training and Development
· Waste Management Policy and Procedure
· Workers' Compensation and Rehabilitation Policy
· Workplace Communication


The Health E-Training area


The ‘Health E-Training area’ supports the content found in the task and Policy and Procedure Manual by giving learners an opportunity to apply their skills and knowledge in interactive learning activities such as quizzes and multiple choice questions.

Areas covered are:

· Achieve Your Goals
· Confidentiality and Privacy 
· Discrimination
· Hand Washing
· Policies and Procedures Manual
· Quality Improvement Word Sleuth
· What is Communication?
· What People are Wearing
· Workplace Communication 
· Workplace Hazards

The Healthy Outlooks Magazine

The magazine provides content to support the tasks in a less formal, more conversational style. A key feature is ‘Wendy’s Websites’, which provides learners with a comprehensive list of website to visit, arranged into topics.

Areas covered include:

Articles

· An Eye on the Future
· Conflict and Conflict Resolution
· Is the Risk Worth it?
· Living with Latex
· Personal Hygiene
· Privacy Matters
· Quality counts
· Using Email
Wendy's Websites

· Career development and goal-setting

· Communication

· Communication and Conflict

· Legislation and standards

· Personal hygiene

· Personal protective equipment (PPE)

· Waste management and workplace hazards

· Your rights and responsibilities
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Resources are provided to help the learner solve the problem.
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The learner meets a character and is provided with a problem to solve.
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Each task is made up of six pages.  The learner has the option to work through these pages sequentially using the back and next buttons, or to skip directly to a relevant page using the menu.  Utilities such as the glossary are provided below the page menu,





Select a task





Welcome script & instructions/requirements.


Links to Trainer Guide document





Your notes…





Introduction page


- starting point-
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The landing page for each location welcomes the user and provides access to the tasks menu.  Each task corresponds to performance criteria within the element.  





Your notes…





Learners apply knowledge and skills developed to their own work environment.





Workplace project





Topics are provided to encourage the learner to broaden their investigation of the topic.





Think and discuss





The learner is provided with an interactive activity that allows them to solve the problem.





Try this





The problem is detailed and linked to the relevant competency from the unit.





Investigate





Welcome and orientation (for first-time users)


Navigation to five different locations on the health campus, each location corresponds to an element of competency within the unit. Access to the supporting resources in the Toolbox is also available here.
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