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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 
process without written permission. Please forward all enquiries to: 
 
 
 

The Manager 

Health Training Australia 

PO Box 133 

NEDLANDS WA 6909 

Telephone: (08) 9273 3033 

Facsimile: (08) 9273 3045 

Email: hta@amawa.com.au  

Website: www.htawa.com.au  
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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.  
 
Your duties in a health support worker’s role may include moving or assisting in the moving of 
equipment and items such as: 

• Beds and other ward furniture. 

• Furniture and stock. 

• Parcels, mail and boxes. 

• Fragile items and sensitive items. 

• Confidential items; e.g. x-rays, medical reports, documents. 

• Pathology specimens. 

• Items of a potentially hazardous nature e.g. chemicals, medical gases. 
 
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 

 
 
 
 
 

 
 
 
 

Ambulatory oxygen filling system 
 
 
 
 

Image Courtesy of Invacare Australia  
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LEARNING OUTCOMES 
 
This learning guide will provide you with information that will assist in your learning and 
development of safe work standards within the Work health and Safety requirements for handling 
and moving equipment, goods, mail and furniture in a health care environment. 
 
Completing this work book aims to provide you with a greater understanding of the principles and 
techniques associated with: 

• The safe collection, handling, sorting, moving, portage and delivery of items to internal and 
external customers. 

 
In order to be competent in this unit you will be able to: 

• Follow safe manual handling techniques and organisational work health and safety policies and 
procedures. 

• Demonstrate facilitation of the collection and delivery of items and the delivery process. 

• Explain the security process for delivery of confidential items. 

• Follow work instructions and delivery schedules. 

• Identify when items require cleaning prior to moving. 
 

 
 
 

Image Courtesy of Invacare Australia  

 
 
 
 
 
 
 
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.  
 

• Relevant organisation procedures relating to: 

- Manual handling. 
- Infection control. 
- Personal protective equipment. 
- Privacy and confidentiality. 
- Security. 
- Delivery points, routes and schedules. 
- Precautions for adverse weather conditions. 
- Handling, moving or transporting: 

o Electronic, computer and mechanical equipment. 
o Beds and furniture. 
o Parcels, mail and boxes. 
o Fragile and perishable items. 
o Confidential items. 
o Pathology specimens. 
o Hazardous substances. 
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WORK HEALTH AND SAFETY PROCEDURES 
 
Follow Lifting and Moving Instructions 
 
As a health support worker, you may be moving equipment and items constantly throughout the 
day and should be aware of the need to follow safe manual handling practices and techniques. 
You will also need to adopt organisational and infection control procedures including the use of 
personal protective equipment (PPE) while completing lifting, moving or transporting tasks. In 
addition to the lifting and moving instructions or the specific instructions from the department the 
equipment has come from, you need to be aware of all work health and safety procedures. 
 

Remember you must keep all collection and delivery areas clean and tidy 
according to your organisational policies and procedures and the Code of 
Practice for Manual Tasks. 
 

 
Safe Manual Handling 
 
Equipment and goods being moved may include: 

• Beds and other ward furniture. 

• Furniture and stock. 

• Parcels mail and boxes. 

• Fragile items and sensitive items. 

• Confidential items; e.g. x-rays, medical reports, documents. 

• Pathology specimens. 

• Items of a potentially hazardous nature; e.g. chemicals, medical gases. 
 
The ‘Code of Practice for Manual Tasks’ sets out a Three Step Process to the identification, 
assessment and management or control of hazards in the workplace.  
 

 
This process must be completed prior to you lifting or moving equipment 
and/or goods. 
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Step 1 Hazard identification 
 

What is a hazard? 
 

A ‘hazard’ is something with the potential to cause injury, disease, damage or loss. 
 

Each day you will be confronted with many different hazards. For example, while moving 
equipment you may notice badly frayed electrical cords, which are a hazard as they could result in 
electric shock or electrocution if they are not fixed.  
 
Points to note: 

• Not using the appropriate equipment to transport goods and items is a hazard.  

• Your organisation has a responsibility to provide you with the tools and equipment to complete 
a job safely.  

• You have a responsibility to use the tools and equipment that has been provided by your 
organisation. 

 
Step 2 Risk assessment  

 
What is a risk? 

 
A ‘risk’ is the potential for realisation of unwanted, negative consequences from a hazard. 

 
Whenever you spot a hazard, assess the risk by asking yourself two questions:  

1. How likely is the hazard to hurt me or someone else?  

2. How badly could I or someone else be hurt?  
 
Always tell your supervisor about all hazards, including the ones you can't fix yourself. It is more 
urgent to make the changes if a hazard could kill someone or hurt someone badly. If you are not 
sure of the safest way to do something, always ask your supervisor. 
 
Step 3 Risk control 

 
How do you control the risk? 

 
Make the changes means fixing the hazard yourself if you can, or telling someone who is able to fix 

it. 
 

At work it is the employer's responsibility to fix hazards. Sometimes you may be able to fix simple 
hazards yourself. For example, you can pick up things from the floor and put them away to 
eliminate a trip hazard.  
 
The best way to fix the hazard is to get rid of it, but as this is not always possible, there are some 
ways your employer can make the hazard less dangerous. There are situations where you can 
make the changes yourself, but sometimes it isn't possible for you to take direct action. If you can't 
make the changes yourself, tell your supervisor about the hazard. 
 

 
You can control manual handling hazards by using the appropriate equipment 
for the task being completed; e.g. trolleys for moving gas cylinders and by 
following your organisation’s WHS policies and procedures. 
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Activity 4 
 
Give three examples of PPE that are required when moving goods and/or equipment. 

 

 

 

 

 

Activity 5 
 
Give an example of when an item has not been delivered on schedule and describe how the 
late delivery caused disruption in the workplace.  

 

 

 

 

 

 

 
 


