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FOREWORD 
 
 
 
This publication is one of a number of learning guides produced by The Australian Medical 
Association (WA) Inc as a resource for the health sector. It is utilised within AMA Training Services 
and Health Training Australia as a training resource and within the workplace as a support guide. 
 
 
The development of this workbook was undertaken by a number of trainers and developers within 
AMA and HTA, who have both industry knowledge and specific expertise in the course content.  
 
 
Although every effort has been made to present reliable and accurate information, the AMA will 
assume no responsibility for outcomes and actions resulting from the application of the information 
presented in this workbook. Users are encouraged to confirm application in conjunction with 
protocols within their specific work environment. 
 
 
This book is copyright. Apart from any fair dealing for the purposes of private study, research, 
criticism or review, as permitted under the Copyright Act, no part may be reproduced by any 
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INFORMATION FOR STUDENTS 
 
This learning guide will assist you in developing skills and knowledge to work effectively in the 
health industry and to apply these skills to your workplace and daily tasks.  
 
Training  
 
Competence means that you have the required knowledge and skills to do your job. These are 
described in ‘competency standards’. Your training will be based on these to make sure it is 
relevant to the needs of your job and yourself.  
 
The purpose of the training is to develop your workplace competence, so you will be expected to 
practise your skills whenever you can. This can be done through work experience, practical 
sessions in a training organisation or through your full time or part-time job. It is important that you 
have both theoretical and practical skills and knowledge.  
 
On and Off-the-Job Training 
 
Your training may consist of on-the-job coaching with your workplace supervisor and/or trainer on a 
one-to-one or small group basis. It may also involve formal training sessions conducted off-the-job 
in addition to working through your learning guide. Make sure you ask lots of questions, complete 
the activities. 
 

If you do not understand any part of the unit, please contact your Trainer. 
 
Assessment  
 
Once you have completed your training and practised your skills, you will be ready to have your 
skills and knowledge assessed. The purpose of this is not to see if you can pass a test but to 
determine if you can perform work tasks competently.  
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Tips for Students 

 
 
Read through the information in the learning guide carefully. Make sure you understand the 
material. If you come across anything you do not understand:  
 

• Discuss your training with your trainer and make sure you understand what is required and how 
the training will be organised. 

• Ask for feedback on your progress as you work through the activities.  

• Ask for help when you need it. Talk to more experienced colleagues or your trainer and ask for 
their guidance. 

• Listen, take notes, ask questions and practise your new skills as often as possible. This way 
you will improve your speed, memory, and also your confidence. 

• During your training, you should seek other sources of information as well; e.g. reference 
books, the internet.  

• Try to relate the information presented in this learning guide to your own experiences and to 
what you already know. 

• Work through the activities. They are there for a reason and even if you already have the 
knowledge or skills relating to a particular activity, doing them will help to reinforce what you 
already know. If you do not understand an activity, think carefully about the way the question or 
instructions are phrased. 

 

 

Students are to read through the learning guide and work through the 
assignments. 
NOTE: after completing the assignments read and sign the Student 
Declaration before submitting. 
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INTRODUCTION 
 
This unit is provided as a collective unit for health support workers who have a multi-functional role 
within a heath care facility but can also be adapted for workers who have a more specific support 
role in relation to providing quality health care services.  
 
It covers the skills and knowledge which you will need to apply when handling all food to meet the 
basic food safety practices and ensure that you are working within the current legislation.  
 
In reading through the learning guide you may well come across information and tasks that are not 
your everyday responsibility. However, by completing this unit you will gain a better understanding 
of your role and responsibilities in a health care setting and thereby improve your existing skills and 
knowledge in your current work role.  
 
 

 

In this unit examples are given from Western Australian legislation. Each 
State and Territory has adapted legislation according to their needs and 
requirements.  
To look at legislation that governs your State or Territory go to:  
Australian Government website www.australia.gov.au/Legislation 
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LEARNING OUTCOMES 
 
This learning guide will provide you with information that will assist in your learning and 
development of effective food safety practices in a health care environment. 
 
Completing this work book aims to provide you with a greater understanding of the principles and 
techniques associated with: 

• Maintaining food safety while carrying out food handling activities. 

• Personal hygiene standards in relation to handling food. 

• Effective methods of cleaning in food handling areas in accordance with the food safety 
program. 

• Food disposal according to the food safety program. 

• Prevention of pest infestation. 
 
In order to be competent in this unit you will be able to: 

• Handle food according to the food safety program. 

• Identify and report process and practices in the work place which are not consistent with the 
food safety program. 

• Where necessary take corrective action in line with the food safety program, legislation and 
organisation’s protocols and report this to your supervisor. 

• Demonstrate appropriate personal hygiene; wear appropriate clothing/footwear and report 
health conditions and/or illness as required by the food safety program. 

• Use workplace cleaning procedures to ensure a safe food handling environment. 

• Identify and report indicators of pest presence and comply with measures to prevent them 
entering food premises. 

• Assess and separate food waste prior to its safe disposal in accordance with the food safety 
program. 

 
Knowledge Evidence 
 
This learning guide provides you with the knowledge required of this unit.  
 
The unit of competency requires you to demonstrate the essential knowledge required to 
effectively complete tasks outlined in elements and performance criteria of this unit (to see the 
complete unit refer to your Record Book). Manage tasks and manage contingencies in the context 
of the work role.  
 

• Food safety program and procedures and consequences of not following these procedures. 

• Current national, state or territory food safety laws, standards and codes, including: 

- Meaning of contaminant, contamination and potentially hazardous foods as defined by the 
current code. 

- Hygiene actions that must be adhered to by businesses to avoid food-borne illnesses. 

- Employee responsibility to participate in hygienic practices. 

- Reasons for food safety programs and what they must contain. 

- Role of local government regulators. 

- Basic aspects of hazard analysis and critical control points (HACCP) method of controlling 
food safety. 

• Food hazards and major causes of food contamination and food-borne illnesses, including: 

- Airborne dust. 

- Colleagues without appropriate training or understanding of good hygiene practices, 
policies and procedures. 
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- Contaminated food. 

- Contaminated garbage. 

- Dirty equipment and utensils. 

- Equipment not working correctly, including fridge and temperature probes. 

- Items, including linen, tea towels and towels that may be contaminated with human waste, 
including blood and body secretions. 

- Not following organisation procedures. 

- Vermin. 

• Sources and effects of microbiological contamination of food. 

• Personal hygiene requirements, including: 

- Appropriate bandages and dressings to be used when undertaking food handling. 

- Clothing and footwear requirements for working in and/or moving between food handling 
areas. 

- Reporting of illness.  

- Restrictions on wearing of jewellery and other adornments, such as nail polish. 

- Personal clothing maintenance, laundering and storage requirements. 

• Workplace hygiene hazards when handling food and food contact surfaces, including: 

- Pest containment requirements. 

- Responsibilities for maintaining the work area in a clean and tidy state. 

- Suitable standard for materials, equipment and utensils used in the food handling area. 

- Use and storage of cleaning equipment. 

- Food disposal requirements. 

- Waste collection, recycling and handling procedures.  

• Minimum hand washing occasions: 

- Before commencing or recommencing work with food. 

- Immediately after handling raw food, smoking, coughing, sneezing, blowing the nose, 
eating, drinking, touching the hair, scalp or any wound, and using the toilet. 
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LEGISLATION AND FOOD STANDARDS 
 
When providing food preparation and distribution services it is necessary to adhere to the relevant 
legislation and standards to ensure the safety and protection of all those in the health care facility.  
 
Food Act Western Australia 2008 
 
Food Act Western Australia 2008 applies to all food preparation establishments. It exists to ensure 
that the public can be assured that food is safe to eat. The Act provides rules and legislates on the 
following areas relevant to the health care environment: 
 
Handling Food in a Safe Manner 
Part 3 of the Act: A person must not handle food intended for sale in a manner that the person 

knows will render, or is likely to render, the food unsafe. 
 
Penalty: 

(a) for an individual — a fine of $100 000 and imprisonment for 2 years; 

(b) for a body corporate — a fine of $500 000. 
 
Sale of Unsafe Food 
Part 3 of the Act: A person must not sell food that the person knows is unsafe. 

 
Penalty: 

(a) for an individual — a fine of $100 000 and imprisonment for 2 years; 

(b) for a body corporate — a fine of $500 000. 
 
False Representation 
Part 3 of the Act: A person must not cause, food intended for sale to be falsely described if the 

person knows that a consumer of the food who relies on the description will, 
or is likely to, suffer physical harm. 

 
Penalty: 

(a) for an individual — a fine of $100 000 and imprisonment for 2 years; 

(b) for a body corporate — a fine of $500 000. 
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Food Safety Standards 
 
Food Safety Standards were developed to provide more effective and nationally uniform food 
safety legislation for Australia. This unit will provide information in relation to the requirements of 
the Standards 3.2.2 and 3.3.1.  
 
Food Safety Standard 3.2.2. 
 
Food Safety Practices and General Requirements 
This standard sets out specific food handling controls which ensures that food does not become 
unsafe or unsuitable for consumption. It covers all areas of the food handling process including 
receipt, storage, processing, display, packaging, transportation, disposal and recall of food. It 
further sets out the requirements for all food handlers and their supervisors in relation to their skills 
and knowledge in food safety and acceptable practices with regard to their personal health and 
hygiene. There are also strict standards for cleaning, sanitising and maintenance of the food 
premises and equipment.  
 
Food Safety Standard 3.3.1. 
 
Food Safety Programs for Food Services to Vulnerable People 
This standard clearly identifies those organisations that care for vulnerable people. It requires the 
organisation to develop and implement a food safety program which demonstrates an awareness 
of food safety issues and how they are monitored and managed within the organisation. 
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FOOD SAFETY PROGRAMS 
 
Checking a final product which may be suspect is often difficult. For example, a laboratory analysis 
is needed to determine if there are bacteria on a barbecued chicken. Obviously if this check is not 
made and a customer eats contaminated meat, the consequences can be extremely serious (for 
both the persons concerned and the organisation responsible).  
 
We need safeguards built into food production processes to ensure the food is fit to eat. A Food 
Safety Program, often referred to as a Quality Assurance Program can achieve this. 
 
Quality Assurance 
Quality assurance is the responsibility of every person that comes into contact with food. It is 
necessary for a health care facility to have a Food Safety Program to protect clients and customers  
 
There are many different types or versions of Food Safety Programs. One of the most effective 
methods is to identify and list the critical steps in the food production process. By critical, we mean 
that if a particular step was not undertaken, food may be unfit for consumption, i.e. a health hazard. 
The technical term given to this type of quality assurance program is Hazard Analysis and Critical 
Control Points (HACCP). Current food inspection programs are based on a "see, smell and touch" 
approach that relies more on detection of potential hazards than prevention. HACCP is a more 
scientific approach. The control system is being internationally adopted in the food production 
industry and is a key requirement in the accreditation of quality assurance.  
 
HACCP System 
 
There are seven principles, developed by the National Advisory Committee on Microbiological 
Criteria for Foods, which serve as the foundation for a HACCP system. They are: 
 

1. Conduct a hazard analysis to identify potential hazards that could occur in the food production 
process. 

2. Identify the critical control points (CCPs) - those points in the process where the potential 
hazards could occur and can be prevented and/or controlled. 

3. Establish critical limits for preventive measures associated with each CCP. A critical limit is a 
criterion that must be met for each CCP. 

4. Establish CCP monitoring requirements to ensure each CCP stays within its limit. Monitoring 
may require materials or devices to measure or otherwise evaluate the process at CCPs. 

5. Establish corrective actions if monitoring determines a CCP is not within the established limits. 
In case a problem occurs, corrective actions must be in place to ensure no public health 
hazard occurs. 

6. Establish effective record-keeping procedures that document the HACCP system is working 
properly. Records should document CCP monitoring, verification activities and deviation 
records. 

7. Establish procedures for verifying that the HACCP system is working properly. Verification 
procedures may include reviewing the HACCP plan, CCP records and critical limits as well as 
conducting microbial sampling.  

 
This may sound quite technical but it's really quite simple and logical. It can in fact be applied to 
any process to help identify critical points in that process. By writing out a safety sheet for a food, 
you can decide what needs to be controlled or checked. The safety sheet will help save time by not 
checking unnecessary things. The sheet tells you what must be controlled. 
 
Within the Food Safety Program an organisational chart should be developed to ensure all staff 
members are aware of their responsibilities and if they identify a hazard, how they should report it 
to ensure corrective action is taken. 
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Below is a sample organisational chart: 
 

ORGANISATIONAL CHART FOR FOOD SERVICES 
 

Premises: XYZ Hospital 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Catering Manager 
Management reviews and program development 
Control and authorisation, of program documents 

Thermometer calibration 
Purchasing 

Training  
Pest control  

Personal hygiene 
Corrective action  

Facility maintenance 

Full-Time Employee 
Monitor critical control points 

Cleaning and sanitation 
Receipt of incoming goods 

Stock rotation  
Personal hygiene 
Food preparation 
Customer service 
Waste disposal 

Part-Time Employee 
Customer service 
Personal hygiene 
Food preparation 

Part-Time Employee 
Customer service 
Personal hygiene 
Food preparation 

Cleaning and sanitation 

Kitchen Hand 
Personal hygiene 
Food preparation 

Cleaning and sanitation 
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Activity 4 
 
Explain what cross-contamination is and give an example of cross-contamination in the 
workplace. 

 

 

 

 

 

 

 

 

Activity 5 
 
Describe the cleaning procedures you should follow when cleaning a stainless steel bench 
top. 

 

 

 

 

 

 

 

 

Activity 6 
 
Explain, your organisation’s procedures for preventing pests entering a food preparation 
area. 

 

 

 

 

 

 

 

 

 
 


