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OH&S Induction E-learning Module for Home and Community Care  (HACC) workers

Document 3 - Supervisor Instructions 

Ageing, Disability and Home Care (ADHC) has developed an online e-learning module to assist Home and Community Care (HACC) agencies satisfy Occupational Health and Safety (OH&S) induction requirements. 

The worker/volunteer will be given the ‘Information for Worker/Volunteers’ document (Document 4). This outlines what they have to do to complete the e-learning module. It has a simple explanation of what a mouse is and how to use it, as well as how to enter a website address in a web browser. Supervisors’ should be prepared to provide a short (five minute) lesson in front of a PC and a mouse if required. The following link is a useful resource on how to use a mouse: http://www.bbc.co.uk/computertutor/computertutorone/index.shtml
What does a worker get paid?
Providers are responsible for their policies and procedures on payment of staff during training. Practice in other industry areas is to set a fixed time e.g. two hours or the exact time taken if done in the agency office. A similar module takes around one to two hours to complete.  Existing staff should need less time as they should already have an understanding of the OH&S terminology and concepts.
The agency will need to consider if it will reimburse staff if the they have to pay for their internet access. This should be decided before the worker does the e-learning module. As a guide, commercial rates for internet access are around $2-3 per hour but an agency may set a maximum limit on this.
Forms used in the Module 
The module has links to generic forms and information developed by ADHC on the HACC OH&S website (http://www.haccohs.adhc.nsw.gov.au) . Agencies can use their own forms if you have them. A list of materials needed by the worker prior to starting the module are listed in the ‘Supervisor Checklist’ document (Document 2).
After the module has been completed 
Following completion of the module a meeting between the supervisor and the worker should be held (this can happen one to one or in a group). 

At the meeting the worker(s) will need:
· to hand in the Workplace/Home Safety check example done for the e-learning module.

· to demonstrate the safe removal of the gloves.
At the meeting the supervisor will need to:

· provide feedback about the completed Workplace/Home Safety check example
· go through local procedures for hazard identification including the hazard exercise
· identify any other local practices related to OH&S including consultation arrangements
· confirm completion of the module by sighting the certificate of completion or confirm they have received the confirmation e-mail
· answer any general questions and arrange for any reimbursements. 
Program Administrator for your area is: Local HACC training agency
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