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Volunteers Orientation and Mandatory Training 

Information and Workbook 

 

Introduction 

This workbook was developed to assist Volunteers within NSW Health facilities and services to be able to 

understand how to keep themselves and others safe.  

The workbook covers the topics that must be completed by all Volunteers within NSW Health facilities and 

services as part of the initial orientation and ongoing mandatory training.  These topics include everyday safe 

practices as well as knowing what to do in emergency situations. 

As a Volunteer you will be working as part of a team alongside our health professionals, corporate and 

support staff, and it’s important that everyone has the same information and a consistent way of working, 

especially in emergency situations and everyone needs to complete mandatory training. The content and 

learning objectives in this workbook align with the online modules that staff complete in the state-wide 

learning management system (LMS) ‘My Health Learning’.  You can either complete the ten sections in this 

workbook or complete the Mandatory Online Modules in My Health Learning.  

What you are required to do as a Volunteer is identified in the NSW Health in the Policy Directive ‘Volunteers 

- Engaging, Supporting and Managing Volunteers’ PD2011_033.  The Policy Directive Summary provides a 

Framework for Engaging, Supporting and Managing Volunteers across NSW Health, and has been produced 

to strengthen the longstanding relationship NSW Health has with its volunteers, to guide volunteer 

management and optimise the experience and value of volunteering within the NSW Health system. 

*Please note that you may need to complete additional topics depending on your specific duties, location 

or services as indicated in the NSW Health ‘Volunteers - Engaging, Supporting and Managing Volunteers’ 

Framework (Document Number PD2011_033).  For example, where a Volunteer may be working with food 

and drink preparation or serving would be required to undertake additional modules on food hygiene 

standards. 

An assessment of the need for completion of additional topics should be determined by the person 

responsible for engaging, supporting and overseeing the duties of the volunteer.   

Your Volunteer Coordinator/person responsible for overseeing Volunteers at your facility will assess the 

need for you to complete any additional training modules and will inform you of these. 
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Mandatory Training Topics List Checklist 
All volunteers need to complete the ten topics listed according to the timeframes in the table below either by 

completing the modules in this workbook or online in ‘My Health Learning’. 

 Topic to be completed Timeframe for 

Completion  

Title of online modules 

available in ‘My Health 

Learning’ (MHL) as 

alternatives to Workbook 

Record of completion 

Date completed  

Volunteer’s signature  

1 Fire safety: must complete 
all 3 components: 

a. Theory 
b. Fire Equipment practical 

c. Fire Evacuation practical 

Initially within 1 
month and 
thereafter 
annually  

Yes – part a. Theory      
‘Fire and Evacuation’ 

*parts b. and c. practical 
must be completed in the 
workplace 

Part a. Theory    
    
 
Part b: Practical (Fire Equipment) 
 
 
Part c: Practical (Fire Evacuation)  
 

 

2 Code of Conduct Once only     
(also read and 
sign that you 
understand and 
agree) 

‘Code of Conduct’  

3 Privacy and Confidentiality Once only 
within 1 month 

‘Privacy Module 1 - Know 
Your Boundaries’ 

 

4 Workplace Health Safety, 
Wellbeing and Employee 
Assistance Program (EAP)  

Once only 
within 1 month 

‘Introduction to Work, 
Health and Safety’ 

 

5 Hazardous Manual Tasks / 
manual handling, back care 

Once only 
within 1 month 

 ‘Hazardous Manual Tasks’  

6 Hazardous Substances 
(including Waste 
Management) 

Once only 
within 1 month 

‘Hazardous chemical spills’ 
‘Hazardous drug spills’ 
‘Waste Management’ 

 

7 Security Once only 
within 1 month 

‘Security’  

8 Infection control    
(including sharps 
management, immunisation 
and influenza policy) 

Once only 
within 1 month 

‘Infection Prevention and 
Control Principles for non-
clinical staff’ 

 

9 Hand Hygiene Once only 
within 1 month 

‘Hand Hygiene’  

10 Emergency procedures  Once only 
within 1 month 

* Content is covered in 
other online modules 
above e.g. Fire Safety, 
Security 

 

Volunteer’s Name, Signature & 
Date 

  Successfully completed: 

□ Yes      □ No 

Volunteer Coordinator Name, 
Signature & Date 

  Date entered into 
database: 
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1. Fire and Evacuation 
 

Learning Outcomes 

This module will provide you with an introduction to the obligations of workers under the WHS Legislation 

to familiarise themselves with all fire emergency equipment and facilities within their workplace and 

participate in the annual fire safety education program. As a volunteer, you are required to participate in 

the annual fire safety education program held at your workplace. 

At the end of the module you will be able to: 

 Identify what a fire needs to get started and keep going 

 Identify common causes of fire and their consequences 

 Practice fire prevention 

 Identify fire detection equipment 

 Use Communication Systems in the event of a fire 

 Deploy extinguishing equipment and use the correct appliance safely 

 Understand and practice evacuation procedures 

 

 

 

 

 

Fire Facts 

 A small flame can get out of control and turn into a major fire rapidly 

 The first 3 minutes is usually the critical period for the containment of fire 

 After that, the fire is likely to be out of control 

 

A fire needs the three elements in this fire triangle to start: 

 Fuel - a combustible material 

 Heat - enough heat to cause the fuel to ignite  

 Oxygen - enough oxygen to sustain the fire 
 

In any situation where the three elements are present, there is the risk that a fire could start.  

 

Fires do happen in Health Facilities and can spread quickly. 

Smoke inhalation from fire can cause life-threatening problems. 

We need to know what to do and act quickly if we suspect a fire because we need to keep 

ourselves, our patients and visitors safe.  
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In order to prevent, contain or stop a fire we must remove one element from the fire triangle. 

Common causes of fire  
 
Flammable gases 
e.g. oxygen 

 

  
Everyday household 
items e.g. paper 

 

 

 
Faulty electrical 
equipment and wires 

 

 

 
Combustible liquids  

 
Carelessly discarding a 
match or cigarette 
butt 

 

  
Oils and fats 

 

 

Fire prevention – what you can do to prevent fires 

 Corridors MUST remain clear at all times 

 Do not place wedges under doors 

 Do not obstruct fire/egress doors or fire equipment 

 Do not store items in fire stairs 

 Take care doing activities that pose a fire risk 

 Comply with non-smoking policy 

 Report any fire hazards, faults or suspicious behaviour 
 

Fire detection equipment, alarms, communication systems and exits 

When you begin working as a Volunteer, it’s important that you know about the fire detection equipment 

and emergency exits in your area but this could vary depending on the type of building, the location and 

services. 

Fire detection equipment, alarms (emergency warning intercommunication systems) 

 Health facility in-patient care areas are generally designed with built-in alarms, such as fire and 
smoke detectors that are automatically linked to an emergency alarm and sprinkler system. 

 Find out what type of alarms you have in your work area and what they sound like. 
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Equipment for Fighting Fires 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2222 

Fire Door Emergency Exit Evacuation Plan 

Break Glass Alarm Smoke Detector 

Water Carbon Dioxide 

(Co2) 

Water Fire Extinguishers: 

 Discharge a stream of water onto the fire, lowering the 
temperature of the burning material to below ignition point 

 Suitable for paper, textiles, wood and most plastic and rubber 
fires 

Carbon Dioxide (Co2) Extinguisher: 

 Discharge Co2 to remove the oxygen that feeds the fire  

 Suitable for flammable liquids and electrical equipment 

 The Emergency Procedure flip chart is located 
in prominent areas of wards, departments and 
buildings 

 You should familiarise yourselves with the flip 
chart, as it is to late once an emergency occurs 

 On the front you will find the facilities 
emergency contact number 2222 



SWSLHD Volunteers Orientation & Mandatory Training  

Information & Workbook v1.1 Feb2020   8 
 

 
Emergency Evacuation 
 
It can be hard to remember the steps to follow in an emergency.  In New South Wales the acronym RACE is 
a generally accepted acronym to prompt us to take action for a fire emergency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Roles and responsibilities of Volunteers 

 
 Complete Practical Fire and Evacuation Training 

 Identify fire exit signs, know Fire exit locations/stairs/evacuation and assembly points 

 Be aware of wall plans and location of fire-fighting equipment 

 Know how to report a fire (e.g. 2222 – code red, prompts in flip chart) 

 EWIS: Know what alarms sound like and follow instructions from fire coordinator/staff 
 
  

R - Remove people from the 
immediate area 

A - Alert others in 
the area 

C - Contain the fire by 
closing the door 

E - Extinguish if it is 
considered safe to do so 

 Evacuation may be necessary to remove patients or personnel from the 
immediate danger area in as rapid and safe a manner as possible. 

 If a decision is taken to evacuate 
o Follow directions of the fire warden or senior staff present 
o Leave any belongings not in your possession 
o Proceed on foot to the assembly area by the designated exit pathway 
o Await advice of the Fire Warden or senior staff as to when it is safe to re-

enter the building 
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Questions: Circle the most appropriate answer. 

1. When I evacuate my building, where do I go? 

a. Cafeteria and buy something 

b. Assembly point nearby 

c. Too tired to wait, so will be going home 

 

 

2. What do you do at the evacuation area? 

a. Go to sleep while waiting 

b. Look for my supervisor or teammates.  

c. Wait until further instruction from Fire Warden 

 

 

3. What is the Emergency Telephone Number?  

a. 1111 

b. 2222 

c. 0000 

 

4. Where are the fire exits in my work area? Write these below 
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2. Code of Conduct 
 

Learning Outcomes 

The NSW Health Code of Conduct outlines the standards expected of staff within NSW Health in relation to 

their conduct in employment and is based on the NSW Health Core Values of collaboration, openness, 

respect and empowerment.  

At the end of the module you will be: 

 Provided with the knowledge to guide and promote your ethical day to day conduct and decision 

making  

 Identify the ways of working within NSW Health 

 

Please read the Code of Conduct prior to completing the section below. 

List below what you can you do as a volunteer to contribute to the 6 Code of Conduct standards: 

 
5. Promote a positive work environment 

 

 

 

 
6. Demonstrate honesty and integrity 

 

 

 

 
7. Acting professionally and ethically 

 

 

 

 
8. Use official resources lawfully, efficiently and only as authorised 

 

 

 

 
9. Maintain the security of confidential and/or sensitive official information 

 

 

 

 

 
10. Maintain professional relationships with patients or clients 
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3. Privacy & Confidentiality 

 

Learning Outcomes 

On successful completion of this module you will be better able to identify understand and describe: 

 Your privacy obligations as a NSW Health Volunteer 

 What constitutes a breach of privacy and consequences of these breaches 

 Who can help you if you need to report a breach of privacy 

 How you can advocate for the privacy of staff, patients and visitors 

 Where to locate further information, privacy guidance and related information 

   

Who is responsible for privacy of information? 

It is everyone’s responsibility to ensure the privacy of information is maintained. 

Health information is personal and clinical information relating to an individual, the information typically 

contained in a patient’s health record.  

This may include name, date of birth, contact details and address. Additional clinical information is included 

such as: 

 Physical or mental health or disability status 

 Pathology and testing results 

 Express wishes about the provision of health services 

 Information related to the donation of human tissue 

 Genetic information related to the health of the patient or relatives 

 

Let’s look at some examples of where a breach of privacy may occur….. 

 

 

 

 

 

 

 

 

 

 

 

   You are working on a ward where a famous musician has been admitted.  

One of your co-workers texts his friends to tell them the patient’s name and health status….. 

 

You are working in a health facility where a well-known person has been admitted.  You send a 
message to a friend to tell them about it….. 

Maintaining and protecting personal information is the 

responsibility of all health care workers, including 

students and volunteers. 

This means that personal details, which includes medical 

treatment and diagnosis cannot be shared with anyone 

unless they are directly involved in the patient’s care.  
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Your responsibilities….. 

Reflect the number of times you provide your own private information. This may include addresses and 

bank details. Your expectation is that this information is secure and not shared with any other agencies. 

Patients and their families trust all volunteers and employees to keep information about their health and 

lives private. 

 

 

 

Questions: Circle the most appropriate answer. 

11. You see a famous person being admitted, what should you do: 

a. Ring your friend so they can come over to see them 

b. Ask for an autograph 

c. Respect their right for privacy and keep the information to yourself 

   

12. Privacy of health information is the responsibility of: 

a. The department manager 

b. Other non-clinical staff 

c. Nurses and doctors 

d. People who work directly with the patient 

e. Everyone 

 

 

  

 

 

At times you may be privy to information that is of a 
personal nature.  Please respect the rights of the 
patients in our facilities.  In this case the two 
employees shouldn’t have been discussing details 
like this in a public place.  
We should never mention in public any details that 
make the person identifiable e.g. age, gender,  
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4. Workplace Health Safety (WHS) and Wellbeing  

 

Learning Outcomes 

This module will provide you with an introduction to the roles and responsibilities under the WHS 

Legislation, what is a hazard, how we control risk and what do we do if we are involved in an incident or 

near miss. 

At the end of the module you will be able to: 

 Identify your obligations and the role you play in WHS 

 Understand the roles others play in ensuring we all have a safe place to work 

 Identify hazards in the workplace and the risks associated with those hazards and manage and 

reduce risks 

 Understand what an incident is and what a near miss is and know what your responsibilities for 

reporting them are.   

 

Roles and Responsibilities 

There are four key roles defined under the WHS Legislation.  They all have a responsibility to ensure we 

have a safe place to work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Officer makes decisions or participates in making the decisions at the 

local level.  For us the Chief Executive, members of the District Executive 

Team and even some other Managers would be classed as Officers.  

Officers are required to concentrate on managing the WHS risks of the 

business or undertaking. 

 

ing.   

  

A Person Conducting a Business or Undertaking (PCBU) - In our case the 

PCBU would be NSW Health.   

The PCBU’s responsibilities are: 

 Arranging, directing or influencing work to be done 

 Contributing towards work being done 
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Consultation 

 
Under the WHS Legislation there is a need for the PCBU to consult, where reasonably practicable, with 
workers in matters that affect work, health and safety.  This consultation can take many forms from formal 
committees and meetings to informal talks in the workplace.   

 

 

 

 

 

 

A Worker is defined as any person that carries out work for the PCBU 

whether it is paid or unpaid work.  Workers include: 

 Employees 

 Trainees, Students 

 Volunteers 

 Contractors 

 Labour Hire Staff 

 Agency Staff 

 

Workers have an obligation to: 

 

 Take reasonable care for their own and others’ safety 

 Follow reasonable instruction, and comply with policies and 

procedures 

 

 

Other Person(s) typically include: 

 Visitors 

 Patients 

 Passers-by 

 Observers 

 

People in this class also have responsibilities because even though they 

are not performing work, their action can affect the health and safety of 

the workplace.  They must: 

 

 Comply with any reasonable WHS instructions at the workplace 

 Take reasonable care not to put themselves or others at risk 
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Managing the risk from Hazards 

To manage the risk of injury when we perform tasks we must employ a strategy to make it safe.  We should 

always Stop Think Do 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Stop - Before you start any work, STOP!     

 

Think – What does the task involve?  

 

Do – Do something to make it safe: 

 Use a trolley 

 Ask a mate for help 

 Use a lifter 

 Check local procedures 

 

Remember do not proceed with the task if it is unsafe; 

report it to your manager. 
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Hazard and Risk Identification 

 

 

 

 

 

 

 

 

 

 

 

 

Incidents and Near Misses 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hazard and Incident Reporting 

A Hazard is any situation / condition that has the potential to cause 

injury or illness, damage property or impact on the environment.   

 

Risk is what would happen if we, our equipment or the environment 

came into contact with a hazard that we have identified. 

 

When we measure risk we look at how likely we are to come into 

contact with the hazard and what would be the consequence if we did.   

 

An Incident is an unexpected and unwanted event that 

causes or may cause an interruption to normal planned 

activities and is preventable  

A Near Miss is an event that did not result in injury, 

damage or some form of loss but had the potential to do 

so. 
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Module Summary 

Everybody has a responsibility to themselves and others to work safely and follow reasonable direction 

when it comes to Work Health and Safety. 

There are many and varied hazards in the workplace but they need not cause an injury or illness.  As long as 

the associated risks are controlled the level of exposure and or consequence will be reduced to a level 

where it is safe to proceed with the task. 

You will receive further training where required once you start in your specific place of work however this 

module has introduced you to: 

 Your responsibilities under the WHS Legislation and other people’s roles in providing a safe 

workplace. 

 How to identify hazards and the risks posed by them. 

 Your responsibility to report hazards and incidents when you experience them in the course of your 

duties. 

 

Questions: Circle the most appropriate answer. 

13. NSW Health is solely responsible for Health and Safety within our Health Facilities. 

    True / False 

 

14. Volunteers working in a health facility:  

 a.  Don’t have to comply with WHS legislation and local policy 

 b. Are classed as a Worker and have to comply like all workers 

 c. Only need to comply if they are paid in any way 

 

15. Workers must: 

 a. Take reasonable care for their safety  

 b. Take reasonable care for others’ safety 

As part of your responsibilities as a worker, you are 
required to take reasonable care of your safety and that 
of others.  This means that if you identify a hazard or are 
involved in an incident then you are required to report it 
as soon as reasonably practicable. 
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 c. Follow reasonable instructions, policies and procedures 

 d.  Participate in consultation 

 e. Report hazards and incidents  

 f. All of the above 

  

16. It is part of your responsibilities as a Worker to report all hazards and incidents. 

    True / False 

 

 

 

17. A Near Miss is an event that did not result in an injury or damage but it had the potential to do so. 

Does it still have to be reported?   

    Yes / No 

 

5. Hazardous Manual Tasks (manual handling and back care) 
 

Learning Outcomes 

This module will provide you with an introduction to what is a Hazardous Manual Tasks and how to manage 

the risks associated with them. 

At the end of the module you will be able to: 

 Identify your obligations and the role you play in performing these tasks safely 

 Understand how to minimise or eliminate the risks associated with hazardous manual tasks 

Manual handling or manual tasks are commonly the major cause of injuries in our workplace. Just about 

every worker will need to carry, lift, hold, push or pull an object or person during the course of their duties.  

Repetitive movement is also classed as a manual task.  How we set up and perform these tasks determines 

whether the risks associated with the action / task become hazardous or not.  The four main categories of 

Hazardous Manual Tasks are: 

 

 

 

 

 

 

Awkward Posture can occur when any part of the body is in an 

uncomfortable or unnatural position.  Posture that is unbalanced or 

requires extreme joint angle or bending and twisting can cause strains 

and other muscular discomfort. 
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Managing the risk from Hazardous Manual Tasks  

To manage the risk of injury when we perform tasks we must employ a strategy to make it safe.  We should 

always Stop Think Do 

 

 

 

 

 

 

 

 

 

 

 

Repetitive Movement involves using the same parts of the body to 

repeat similar movements over an extended period of time.  This can 

cause a repetitive strain injury. 

 

High and Sudden Force both of which have high risk of sudden 

musculoskeletal disorder (MSD). Posture and lifting techniques must be 

very good to avoid injury.  

 

Stop - Before you start any work, STOP!     

 

Think – What does the task involve?  
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Questions: Circle the most appropriate answer. 

18. A hazardous manual task can entail performing duties that involve (select all that apply): 

 a. Pushing 

 b. Pulling 

 c. Carrying 

 d. Lifting 

 e. Holding 

  

19. To manage the risk from performing Hazardous Manual Tasks we must: 

 a. Plan Act Manage 

 b. Look Assess Act 

 c. Stop Think Do 

 

6. Hazardous Substances and Waste Management  
 

Learning Outcomes 

As a volunteer, you need to be aware of the types of hazardous substances that may be in the workplace, 

the safe storage, handling and disposal of hazardous substances and chemicals, and what to do if there is a 

spill.  Remember that you will be able to call upon staff to take the lead as they will have undertaken 

specific training in managing hazardous substances in their work areas. 

At the end of this module you will be able to: 

 Identify hazardous substances, chemicals and/or dangerous goods. 

 Know how to locate and interpret safety data sheets and safe work practice guidelines. 

 Identify safe practices for using, storing, handling and disposing of hazardous chemicals and 

dangerous goods.  

Do – Do something to make it safe: 

 Use a trolley 

 Ask a mate for help 

 Use a lifter 

 Check local procedures 

 

Remember do not proceed with the task if it is unsafe; 

report it to your manager. 
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 Identify what to do to keep yourself and others safe if there is a hazardous substance or cytotoxic 

spill and when a spill kit is required. 

 Identify the different waste bins used so that you can dispose of waste correctly. 

 

Identify hazardous substances, chemicals and/or dangerous goods. 

In a healthcare environment, there are many different types of chemicals and substances, and these are 

referred to as Hazardous Substances and Dangerous Goods.   

Here are some examples of some hazardous substances, chemicals and/or dangerous goods might be in 

your work area: 

 

Cleaning products e.g. detergents for cleaning kitchens, floors 
and bathrooms.  
 
In healthcare facilities these must be kept secure in a locked 
cupboard or area and disposed of safely and securely. 
 
This is because we have disorientated and confused 
patients/clients, babies and children in some areas who could 
accidentally ingest these, and we don’t want to cause 
unintended harm to anyone.  

 

Medications e.g. some pills, injections or infusions can 
potentially be harmful to others.   
 
All medications need to be kept secure in a locked cupboard or 
area and disposed of safely and securely. 
 
We need to keep medications secure so that they don’t get 
taken by other people as this can cause serious harm. 
 

 

Some solutions used in the wards and operating theatres for 
cleaning wounds to preserve tissue biopsies are dangerous. 

 

Blood products and body fluids also need to be treated as 
hazardous substances.   
 
Do not touch any body fluids without wearing appropriate 
personal protective equipment (PPE).  You will find information 
about PPE in the “Infection Control” section.   
 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjmh8yH0_HgAhUBTn0KHVIADzgQjRx6BAgBEAU&url=https://thegreatestmanthatwalkedtheearth.weebly.com/even-more.html&psig=AOvVaw0lKKG0BIZNFYNax_i1U_Tb&ust=1552103714166342
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiZ0bTt1PHgAhVNXCsKHdb8BgkQjRx6BAgBEAU&url=https://depositphotos.com/222504004/stock-illustration-pills-and-liquids-to-treat.html&psig=AOvVaw0DUMqUBmY3pYbKiHYdR-ze&ust=1552103988643562
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Gases that are used in health facilities e.g. oxygen, Nitrous oxide 
and also air 
 
 
 

 

Some chemicals used for plant and machinery can be corrosive 
and/or highly flammable.   
 
These must be kept in securely locked cupboards that have 
appropriate signs to show what type of materials are inside. 

 

Any other Hazardous Substances 
and/or Dangerous Goods that you 

may encounter? 

 
 
 
 
 
 

 

Hazardous substances can pose a significant risk to health and safety if not managed correctly. They may 

cause immediate injury or damage or health problems, or you may develop symptoms over time following 

exposure. 

Examples of chemicals that can immediately injure people or damage property include: 

₋ flammable liquids 

₋ compressed gasses 

Examples of chemicals that can cause long-term adverse health effects include: 

₋ toxic chemicals 

₋ chemicals that cause skin damage 

₋ carcinogens (cytotoxic products) 

Know how to locate and interpret safety data sheets and safe work practice guidelines. 

Safety Data Sheets (SDS) 

If you or anyone else is accidentally exposed to a chemical substance, immediately notify a staff member. 
The staff member should immediately check the SDS as this will provide all critical information on the safe 
management of the substance.   

MSDS are documents that provide critical information about hazardous chemicals. For example, they 
include information on: 

₋ the chemical’s identity and ingredients 

₋ health and physical hazards 

₋ safe handling and storage procedures 

₋ emergency procedures  

₋ disposal considerations 

https://www.safeworkaustralia.gov.au/glossary#SDS
https://www.safeworkaustralia.gov.au/glossary#hazards
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwjR6qOT2fHgAhWabn0KHZMMCnYQjRx6BAgBEAU&url=https://medinstrum.com/medical-gas-pipeline-system/&psig=AOvVaw36I_Xcx_kCrbBnAa2-fuj5&ust=1552105296809628
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjB9M6B2vHgAhUOcCsKHatvDN4QjRx6BAgBEAU&url=https://spillready.com.au/product/250l-heavy-duty-corrosive-substance-storage/&psig=AOvVaw3jbc9cimCdJOD8vCJa2P94&ust=1552105572922673
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In Australia, all manufacturers and importers of hazardous chemicals must supply SDS. 

In the workplace, the MSDS should be used to assess the risks of the hazardous chemicals/substances. 

To find MSDS information in NSW Health Facilities, visit the ChemAlert website as this has the most recent 
versions of all MSDS https://chemalert.rmt.com.au/nswhealth/  

Safe work practice guidelines 

A ‘Safe Work Practice’ is a set of guidelines that alerts people to hazards in their workplace and provides 
guidelines on how to perform a task when a policy or procedure isn’t required.  As a Volunteer, refer any 
identified hazards to a staff member when possible.  Always follow Safe Work Practice Guidelines. 

 

Identify safe practices for using, storing, handling and disposing of hazardous chemicals and 

dangerous goods. 

Due to the large number of different products within health facilities it’s important to understand some of 

the signs and labels.  Some examples of what you may see are on the next pages. 

Signs Examples – write in here  Comments/Notes 

 

  

 

  

 

  

 

₋ First Aid Kit/Box 
₋ First Aid Station 

 

https://www.safeworkaustralia.gov.au/glossary#SDS
https://www.safeworkaustralia.gov.au/glossary#SDS
https://www.safeworkaustralia.gov.au/glossary#risks
https://chemalert.rmt.com.au/nswhealth/
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₋ Medical Imaging  (X-
Ray) Departments 

₋ Patients who have 
radioactive implant 
treatment  

 

 

₋ Chemotherapy 
(Cytotoxic) intravenous 
infusions 

₋ Cytotoxic oral 
medications 

₋ Body fluids/waste from 
patients receiving 
cytotoxic treatments 

 

 

Identify what to do to keep yourself and others safe if there is a hazardous substance or 
cytotoxic spill and when a spill kit is required. 

If you discover a chemical spill immediately notify a staff member as they are trained in spill management 
and using of spill kits. 

There are spill kits in clinical areas which contain all of the necessary equipment to safely clean up the spill.  
Some examples would be to clean up a blood spill, other chemicals and cytotoxic spills.  

Here is an example of a Spill Kit 
that would be used for a 
chemical or body fluid spill - 
YELLOW 

  
Here is an example of a Cytotoxic 
Spill Kit and a staff member 
wearing PPE when handling 
cytotoxic waste products - 
PURPLE 

  

 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=&url=https://www.majacmedical.com.au/product/zeomed-bio-hazard-spill-kit/&psig=AOvVaw3K5MMfdn_49jREVLE2pp3o&ust=1554176897333153
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Identify the different waste bins used so that you can dispose of waste correctly. 

The NSW Health policy directive states that ‘All workers need to know how to handle waste safely and 
notify incidents, including casual staff, contractors and volunteers’.  If you’re not sure about where to put 
waste, ask a staff member for help. 
You will notice that there are many different bins within health facilities. 

The garbage bins within health facilities are colour coded: 

₋ Normal waste (things you’d put in your bins at home)  are placed in green bins with a red lid 

₋ All cytotoxic waste must be placed in a purple bin 

₋ Clinical waste must be placed in the yellow bins 

₋ Paper recycling bins are blue 

₋ Various recycling bins for cans, bottles 

Below are some examples of bins you might find in your health facility. 

WASTE MANAGEMENT – BINS AND SHARP OBJECTS 

 

BLUE BIN 
BLUE LID 
 

 

Paper recycling bin. 
Note – some paper recycling bin have 
padlocked lids – these are secure bins for 
disposal of confidential documents 

 

RED LID 
GREEN BIN 
 

 

Normal waste. 
The principle is that you can place 
anything that would be normal household 
waste in this bin.  This includes items that 
may be lightly soiled with body waste or 
fluids 

 

YELLOW BIN 
YELLOW LID 

 

Clinical waste. 
This bin is for any waste that contains 
items and/or equipment heavily soiled 
with body fluids.  For example, if a pad is 
dripping blood or urine it should be 
placed in this bin and not the general 
waste bin 

 

PURPLE BIN 
PURPLE LID 
 

 

Cytotoxic waste.  These bins are also 
identified with this sign.  
Any products, equipment or waste that is 
used for the preparation, administration 
of cytotoxic (chemotherapy) treatment  

 YELLOW SHARP PROOF 
CONTAINER 
 

Needles, syringes, any sharp items that 
could break/penetrate the skin should be 
placed in a Sharps Disposal Unit  

http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwjDqO-u0fHgAhUPFHIKHVUcD1cQjRx6BAgBEAU&url=http://www.statewaste.com.au/clinical-waste&psig=AOvVaw0YhH_bgDor1oLn3DQVDBbT&ust=1552103211077848
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwibvJGu2PHgAhXHdCsKHS0IAVQQjRx6BAgBEAU&url=http://www.mye28.com/viewtopic.php?t%3D91587&psig=AOvVaw05wySCZPP6rr5o4TFgVGJy&ust=1552105104711887
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiek8ib0PHgAhWPSH0KHYXLCBEQjRx6BAgBEAU&url=https://www.veolia.com.au/our-services/our-services/recycling-waste-services/equipment/bins-containers&psig=AOvVaw1w2vqrMKfi-h2gS2_3md_A&ust=1552102949074931
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Sharp objects such as used needles are 
disposed of in special Sharps Bins to 
minimise the risk of a needle stick injury. 
 
Never put your hand inside a sharps bin. 

 

PURPLE (CYTOTOXIC) 
SHARP PROOF 
CONTAINER 
 

Needles, syringes, any sharp items that 
have been used in the administration or 
preparation of any cytotoxic products e.g. 
chemoptherapy infusions should be 
disposed of in a purple Cytotoxic Sharps 
Disposal Unit 
 
Never put your hand inside a sharps bin. 
 

 

7. Security 
 

Learning Outcomes 

New South Wales (NSW) Health has a responsibility to ensure the security and safety of all its workers, 

including our volunteers. But you also have an important role to play in keeping your workplace safe and 

secure. This section of the workbook is designed to help you understand this role. 

At the end of this module you will understand: 

 Staff Security 

 What your role is in security 

 Where to get help 

 What to do if you feel there is a breach of security 

 

Staff Security  

Our healthcare facilities are not immune to acts of crime. In fact our facilities can be vulnerable to security 
breaches, due to them being open to the public, often on 24 hours a day, 7 days a week basis. Our security 
officers may be the first people you think of when you think about keeping our facilities safe and secure. 

But they cannot do the job alone; it requires everyone to play a part. 

What’s my role? 

If you have an identification badge you should wear it at all times while you are volunteering.  

Wearing your badge means you are identifiable to other staff. It helps to explain why you are in a particular 
area. If you see someone without a badge in an area where you would not normally expect them to be, you 
should notify a member or staff so that they can investigate further. 
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If you lose your name badge it, report it immediately to security or your manager so that it can be 
cancelled. 

Report anyone, or anything, suspicious 

When you volunteer regularly, it is likely that you will get to know your environment very well. Often you 

will know when something, or someone, is out of place, or if something has changed. Should you come 

across an unattended item or observe something or someone suspicious you should report it to a staff 

member, so that it can be investigated. 

Know how to get help 

If you are faced within an emergency situation it’s important that you know how to get help. 

If you are in one of our large facilities, our security staff can be contacted by dialling 2222 from a fixed land 

line telephone. However, if the situation requires it, you should not hesitate to dial 000 which will put you 

in direct contact with emergency services. 

If you are unsure on how to summon help to your area, you should discuss this with your manager. 

Take simple precautions and remain alert and aware 

There are some simple precautions that we can take to keep the workplace safe and secure. Below are 

some examples of what you can do to keep your workplace secure. 

 

1. Make sure that valuables, such as your wallet, 

purse or phone are carried with you or 

secured out of sight 

   

 

2. Don’t leave portable or valuable items 

unattended, or in plain sight 

 
 

3. Ensure that access to secure areas is confined 

to those who should be there   

 
 

 

4. Don’t leave the work area unlocked if it’s 

unattended  

 
 

 

 

5. Never “chock” open secure doors 

 

 
 

 

 

https://www.google.com.au/imgres?imgurl=https://www.androidcentral.com/sites/androidcentral.com/files/topic_images/2014/Cell-Phone-Plans-topic-page-graphic.png&imgrefurl=https://www.androidcentral.com/cell-phone-plans&docid=InQofSGp7QrHqM&tbnid=KrZEK5AbqU1WyM:&vet=10ahUKEwjg0YDu3pfjAhUMbn0KHbvHB1YQMwjMASgVMBU..i&w=1600&h=1598&bih=960&biw=1920&q=mobile phone&ved=0ahUKEwjg0YDu3pfjAhUMbn0KHbvHB1YQMwjMASgVMBU&iact=mrc&uact=8
https://www.google.com.au/aclk?sa=l&ai=DChcSEwjmtL2w35fjAhXDNSsKHfc6C24YABANGgJzZg&sig=AOD64_2MEnEjzFmnAWGydxCHwRnv3xb9sA&ctype=5&rct=j&q=&ved=0ahUKEwiZ2biw35fjAhUNWysKHUI8ACIQvhcInQE&adurl=
https://www.google.com.au/aclk?sa=l&ai=DChcSEwiRw5bp35fjAhUOJSsKHeT_AI4YABAKGgJzZg&sig=AOD64_3ki2Me-PIAoGXWL5nINCT0_fwsEg&ctype=5&rct=j&q=&ved=0ahUKEwiJ45Hp35fjAhVPdCsKHbBjCBkQvhcIlQE&adurl=
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwil0Met4JfjAhUYbn0KHRSbA5IQjRx6BAgBEAU&url=https://www.shutterstock.com/search/handbag%2Btable&psig=AOvVaw15rrs-FDNUxCG-nT4QCrI3&ust=1562209014796194
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwjfsuD_4JfjAhUZFHIKHVbiBkIQjRx6BAgBEAU&url=http://www.4security.co.nz/swipe-card-access.html&psig=AOvVaw3JzUon1Y4DF2Lv-OwuXU62&ust=1562209209990862
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=&url=https://news.jetpress.com/latest-news/engineers-open-new-doors-with-accuride-linear-motion-tracks/&psig=AOvVaw0QlYuKBrIniKiK29uGY2UU&ust=1562209382540190
https://www.google.com.au/imgres?imgurl=https://ehs.research.uiowa.edu/sites/ehs.research.uiowa.edu/files/styles/large/public/door.jpg?itok%3D_J0tnSyZ&imgrefurl=https://ehs.research.uiowa.edu/fire-safety&docid=u53KHn9JTvNBOM&tbnid=AfX0Q1_OJAKPeM:&vet=10ahUKEwjR4tC14pfjAhVacCsKHb0GBeIQMwiyASheMF4..i&w=168&h=207&bih=960&biw=1920&q=office door prop open&ved=0ahUKEwjR4tC14pfjAhVacCsKHb0GBeIQMwiyASheMF4&iact=mrc&uact=8
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Follow any emergency procedures 

NSW Health has developed an Emergency Procedures Guide (see section 10 of this Workbook) to assist 

employees to respond appropriately should they be faced with an emergency situation. The guide covers a 

range of emergency situations and provides practical steps and advice on what to do. 

You will find the emergency procedures booklet throughout our health facilities. Ask your manger or 

member of staff where you can find a copy. 

Whilst the guide contains a range of emergency situations one which has particular relevance to safety and 

security is the ‘Personal Threat’ procedure also known as a Code Black. 

Whist it is highly unlikely that you will ever be faced with such a situation while volunteering, it’s important 

that you are aware of what to do just in case! 

If ever faced by an aggressive or violent person you should try to follow the four R’s, as shown below; 

 Remain calm and cooperate 

 Retreat to a safe distance or place if possible 

 Raise the alarm 

 Record details, (appearance, distinctive features or clothing) 

How can I play a role in ensuring my workplace and my colleagues stay secure? 

Personal Safety White Level Inspections Emergency & Code Black 

Keeping myself and others safe: 
• Wear my ID at all times 
• Keep my keys and cards safe 

and report any loss 
immediately 

• Not leaving my work area 
unlocked if unattended 

• Not “chocking” open doors 
• Carry my wallet and other 

valuables with me 
• Lock my car and park close 

to my workplace 
• Walk in well-lit areas and 

avoid isolated areas 

Keeping the workplace safe: 
• We describe inspecting or 

noticing anything unusual in 
our work environment/ 
buildings as white level 
inspections  

• Look around my workplace at 
the start of the day to see if 
anything looks different and 
report it 

o Something different? 
o Something new? 
o Something missing? 

• Stay alert and report 
suspicious people, activity or 
items 

Keeping safe in an emergency 
• Follow workplace 

procedures in the case of an 
emergency 

• Participate in any drills – 
practice is essential 

• If I feel threatened, call for 
help immediately 

• Do not take unnecessary 
risks 

 

You see a person who is upset and potentially aggressive in a ward.  

 Take note of where the exits are so that you can get away safely. 

 Identify if there is anyone else at risk. 

 Report this immediately to a staff member nearby. 

 If there is no-one around phone 2222 and call a CODE BLACK. 
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The role of Security Staff in healthcare facilities  

 Security Staff Role              Security Staff Do Not 

 Participate in code black teams 
 Respond to alarms and assisting with 

emergencies 
 Patrolling the health facility grounds 
 Maintain order in crowded areas 
 Securing an area to protect staff in 

response to a threat 
 Assisting to prevent a patient leaving the 

health facility when they are detained 
under the Mental Health Act 

× Manage high risk incidents involving 
weapons or hostages 

× Stop someone from leaving the premises 
(unless detained under the Mental Health 
Act) 

× Physically restrain someone unless it is: 
₋ To defend themselves or others 
₋ To assist with medical treatment 
₋ Where the patient is detained 

× Search individuals without their consent 
× Leave the health facility grounds to search 

for a patient  

 

 

8. Infection Control 
 

Learning Outcomes 

As a Volunteer, it’s important that you understand and apply infection control principles so that you can 

keep yourself and others safe and prevent the spread of infections. 

In this module we will discuss: 

 How infection spreads: The chain of infection and how to break it 

 Healthcare Associated Infections (HAIs) 

 Personal Protective Equipment (PPE) 

 Hand-washing: *because this is the most important factor in preventing the spread of infections, 

this topic is covered in detail in the next module 

How infection spreads: The chain of infection 

Infections move from person to person when certain conditions exist- especially in healthcare 

organisations. Infections can be spread in a variety of ways depending on the nature of the bacteria or 

virus. For example, some infectious diseases are spread through direct or indirect contact (touching), 

droplet (sneezing), airborne (inhaling), or in body fluids. 

Infections move from person to person when certain conditions exist- especially in healthcare 

organisations.  This is mainly because: 

 People may be treated in healthcare settings for infectious diseases.  For example, gastroenteritis 

or measles can be highly contagious.  There is the risk that unless managed properly, others will 

become infected. 

 Patients are sick and often this impacts their immune system so they don’t have the same ability 

to fight off infection as healthy people.  We can unintentionally expose vulnerable patients to 

infections. 

 The prolific use of antibiotics in healthcare settings means that strains of bacteria exist that have 

become resistant to antibiotic treatment.   
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Healthcare Associated Infections (HAIs) 

Healthcare Associated Infections (HAIs) are infections that patients get while receiving treatment for 

medical or surgical conditions, and many HAIs are preventable. HAIs are the most common complication 

affecting patients in a healthcare facility. We will discuss in this module how you can minimise the risk of 

HAIs.   

 HAIs are the most common complication affecting patients in a healthcare facility.  

 Patients are at an increased risk of catching a HAI because their ability to fight infection is 

weakened due to illness or injury. 

 Patients with a HAI are more likely to have longer hospital stay 

and require stronger and more expensive medications. This 

may result in greater burden for the families and carers. 

 Effective hand hygiene is the single most effective strategy in 

preventing healthcare associated infections.  Hand-washing is 

the best way of stopping the transmission of infection. This 

involves more than just washing your hands, and because if its 

importance, it will be covered in a specific module.  It also 

includes: 

₋ Moisturising – use products provided by your facility  

₋ Skin integrity – keeping skin whole, intact and undamaged 

₋ Jewellery – can inhibit good hand hygiene, so keep it to a minimum 

₋ Nails – clean and free of chips/varnish 

₋ Skin condition – damaged skin is an entry point for infection, so let you manager know if you 

have skin conditions that prevent proper hand washing 

₋ Latex sensitivity – work areas should offer non-latex gloves 

 

Because it’s so important, hand hygiene will be covered in more detail in the next section. 

 

 

Are you feeling sick? 

Be careful about when you come to work if you are sick.  

To help break the chain of infection you need to: 

 Cover your nose/mouth with disposable tissues 

when coughing, sneezing, wiping and blowing your 

nose 

 Not coming to work if you are infectious 

 Use tissues to contain respiratory secretions 

 Perform hand hygiene after coughing and 

sneezing 

 Use personal protective equipment (PPE) as 

required 

 

Speak to your manager if you are sick or become ill while 

at work so your wellbeing can be taken care of and the 

right steps taken to prevent the spread of infection. 
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Additional Precautions: 

You will see infection control signs around the workplace.  They will assist you in understanding if a patient 

has specific infection control precautions.  Please ask nursing staff for assistance before entering a patient’s 

room if you see one of these signs. 

 

 

 

 

 

 

 

 
 

Questions: Write your responses in the space below the question. 

 

20. Whose responsibility is it to prevent hospital acquired infections? 

 

 
 
 
 

 

 

21. List three ways you can help break the chain of infection whilst in a healthcare facility? 

 

 
 
 
 

 

 

22. What might you do if you want to enter a patient’s room to deliver a newspaper but you see a 

coloured infection control sign? 
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9. Hand Hygiene 
 

Learning Outcomes 

As a Volunteer you have an important role to play in keeping yourself and others safe and preventing the 

spread of infections by practicing good hand hygiene procedures. 

In this module we will discuss: 

 Why hand hygiene is important 

 When to perform hand hygiene  

 Hand-washing techniques 

Effective hand hygiene is the single most effective strategy in preventing healthcare associated infections. 

Hand Hygiene is a general term referring to any action of hand cleansing.  

It includes: 

₋ Washing hands with the use of water and soap or a soap solution, OR 

₋ Applying a waterless alcohol based hand rub to the surface of the hands.  

 

There are moments when hand hygiene should be performed by volunteers: 

₋ Before touching a patient 

₋ After touching a patient 

₋ After touching a patient’s surrounds. 

 

Hand Hygiene is a general term applying to processes aimed at reducing the number of microorganisms or 

germs on hands. This includes application of a waterless antimicrobial agent such as Alcohol Based Hand 

Rub (ABHR) to the surface of dry unsoiled hands; or use of soap/ solution (plain or antimicrobial) and 

running water (if hands are visibly soiled), followed by patting dry with single-use towels. 

 It is the single most important practice to reduce the transmission of organisms in health care settings and 

is to be performed by everyone, including clients, volunteers and visitors.  

Good technique is important and for volunteers, hand hygiene includes:  

 Hand Washing using running water and either plain or antiseptic-containing liquid soap. Wet 
hands, apply liquid directly onto hands and work up lather on all areas of the fingers, hands and 
wrists (10-15 seconds). Rinse and dry hands with single use towel. Routine hand washing is 
performed when hands are visibly soiled, before eating or handling food and after going to the 
toilet.  
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 Alcohol based Hand Rub Used if hands are not visibly dirty.  Rub solution vigorously over all areas 
of the fingers, hands and wrists until the solution has evaporated and hands are dry (10-15 
seconds). 

 

We follow the 5 moments of Hand Hygiene as described in 
the picture which you would see in the health facility. As 
volunteers, you would be performing mainly hand hygiene 
moments 1, 4 and 5 as: 

 Moment 1 = before touching a patient 

 Moment 2 = after touching a patient 

 Moments 3 & 4 = before are after a procedure or 
after a blood or body fluid risk exposure and 
generally performed by medical, nursing, midwifery 
and allied health staff  

 Moment 5 = after touching a patient’s surrounds 

Hands may become dry with constant hand washing, resulting in raw and broken skin and an increased risk 
of transmitting and acquiring an infection. Hand moisturisers help prevent skin dryness and their use is 
strongly recommended. It is recommended that you cover any cuts or abrasions with a water-resistant 
dressing or band aid.  

Only use moisturisers supplied by your work place as personal hand creams may inactivate the antiseptic 
soaps. Any skin conditions that cannot be covered such as dryness, dermatitis and/or sensitivity should be 
reported to your manager/supervisor for action or referral, to address hand care problems.  

 

Questions: Write your responses in the space provided. 

Question Answer 

23. As a volunteer, why should you perform 
hand hygiene?  

 
 

 
 
 
 
 
 
 

24. When would you do this?   
 
 
 
 
 

 
 
 
 
 
 

25. Describe how you can care for your hands, 
including managing cuts and abrasions. 
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10.  Emergency Procedures 
 

Learning Outcomes 

Our expectation is that as a Volunteer, you can identify an emergency situation, raise the alarm/alert others, 

follow emergency procedures, keep yourself safe and assist staff to keep others safe.  It is important that you: 

- understand the different types of emergencies that may arise 

- know where to find information on what to do if an emergency occurs 

- are aware of the different types of Emergency Codes 

- know the emergency telephone numbers so that you can report emergency situations 

Emergency Codes 

There are standardised colour codes and procedures that are used to report the different types of 

emergencies. This information can be found on flip charts which are located near health facility telephones.  

COLOUR TYPE OF EMERGENCY RELEVANT INFORMATION / EXAMPLES 

RED Fire or smoke Covered in Fire Safety module and practical sessions 

BLUE Medical emergency Person has had a cardiac arrest or rapidly deteriorating condition 

PURPLE Bomb threat There is a Bomb Threat Checklist in the flipchart  

YELLOW Internal emergency E.g. Power or telephone failure, chemical spill within the facility 

BLACK Personal threat E.g. Verbally or physically aggressive person, assault, armed hold-up 

BROWN External emergency E.g. Natural disaster, major road accident, aircraft crash 

ORANGE Evacuation  Need to evacuate area and meet at the evacuation assembly point 
 

Emergency telephone numbers – reporting an emergency 

If you identify an emergency situation, please call for help/raise the alarm: 

- Across NSW Health, for all internal emergencies the emergency telephone number is 2222  

- If you are working off-site or in a community setting, call the 000 emergency number 
 

Questions: Identify the correct colour codes in your responses below. 

26. Match the type of emergency to the colour codes.  

COLOUR CODE  TYPE OF EMERGENCY COLOUR CODE 

RED  Bomb threat  

BLUE  Internal emergency  

PURPLE  External emergency  

YELLOW  Medical emergency  

BLACK  Evacuation  

BROWN  Fire or smoke  

ORANGE  Personal threat  
 

 

27. The lights and power in your area of the health facility all suddenly goes off.  A staff member asks 

you to report this by calling the internal 2222 emergency telephone number.   

a. Which colour code emergency is this?      

                       

b. What would you say to the switchboard operator?                  


