Work Related Skills UNIT 3 — Student Workbook 1! Edition

UNIT 3: Industrial relations, workplace

environment and practice

This unit focuses on the core elements of a healthy, collaborative, inclusive and harmonious
workplace and is separated into three main areas:

o wellbeing, culture and the employee-employer relationship
e workplace relations, and
e communication and collaboration.

Students will learn how to maintain positive working relationships with colleagues and employers,
understanding the characteristics of a positive workplace culture and its relationship to business
success. They will investigate key areas relating to workplace relations including methods for
determining pay and conditions, workplace bullying, workplace discrimination, workplace
harassment and dispute resolution. Students will discover how teamwork and communication skills
contribute to healthy, collegiate and productive workplaces.
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Task 10 Is it professional?

Task 11 Dress for success!

Task 12 Listen up!

Recap Questions 3

Discussion spot 3.1

Discussion spot 3.2

Task 13 Show me the casual loading!

Recap Question

Task 6 nions and associations Task 14 Label the payslip

Task 7 The Workplace culture game Task 15 Is it teamwork or collaboration?
Recap Questions 2 Task 16 Unlock the bunker!

Task 8 How well can you prioritise? Discussion spot 3.3
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Task 9 The 30-sec work/life challenge Recap Questions 4
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APPLIED ACTIVITY TRACKER
Area of Study 2 — Workplace responsibilities and rights

Discussion spot 3.4 [] Task 23 1sit discrimination?
Discussion spot 3.5

Task 17 Fair work info statement
Task 18 Employment conditions
Discussion spot 3.6

Task 19 What's my award?
Task 20 Employment contract

Task 21 Is it bullying? Or not?

Recap questions 5
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Task 22 Strategies for +ve workplgdes
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ication and collaboration

D Task 32 Share your information

D Task 33 Create 5W's and a H

Task 34 Probing or leading? You decide
Task 35 Game: 20 open-questions
Recap questions 10

Task 36 Save Gordon!

Task 37 Propose and justify a strategy
Task 38 Help them find the right tool

Recap questions 9

Discussion spot 3.12 Recap questions 11
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Workplace wellbeing and
personal accountability

Area of Study 1: Workplace wellbeing and personal accountability

In this area of study students will be introduced to the features and ¢ igfics of a healthy,
collaborative and harmonious workplace. They will examine the conc
characteristics of work-life balance. Students will analyse the interconn
and employer expectations and understand the importance of diversit
workplace. They will apply their understanding of workplage wellbeing to
scenarios and real-life case studies.

Everyone wants to work in an environment that is healthy, collaborative and harmonious where they are
valued and teamwork and open communication is encouraged. A positive workplace culture is one that
values diversity and inclusion, promotes and encourages workers to have a work-life balance and supports
and physical and mental wellbeing of its employees. To achieve this, it is important that both employers
and employees have clear expectations and open lines of communication, ensuring that everyone is on
the same page. This can help to foster a positive and productive work environment where employees feel
valued and supported. v

As a young employee entering the workforce it can be challenging to navigate what you need to know and
how to fit into your new role. Firstly, and most importantly you need to know your rights as a worker and
the importance of being a part of a safe and healthy workplace. You should take the time to familiarise
yourself with the laws that protect you as a worker, such as minimum wage, overtime pay, anti-
discrimination laws and workplace safety regulations.

Starting a new job can be exciting and challenging at the same time, especially when it comes to fitting in
and adapting to a new environment. Every workplace will have its own unique culture, so it is important to
observe and understand how things work in your new job. This includes things like dress code, work
processes and communication styles. Don’t be afraid to ask for help or clarification when you need it. You
are not expected to know everything on your first day. Asking questions shows an employer that you are
willing to learn. By understanding and adapting to the workplace culture, you will be better equipped to
succeed in your new role.
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TASK 1 u,! Aﬁ
> QO/;,

Have a look at the following workplace structure and answer the following quei’ons.

| ceo |
| Anthony Dwyer |

I BOARD OF I
| DIRECTORS |

| | |

|| Information | | Business || Headof | | Head of |

Security Development Marketing € |
Director Manager Centre | Engineering |
|

I Consumer |_|
| | services | | Stratergies |

N N I |
Corporate L - - | Software
Advertising | Developmentl

| Remote | I | Business | | Global l | |

|
| applications | |7, Assistants | [ | Management | [T Marketing | T Research

| [

- Sales ClO I Corporate |_| Marketing | _| Infra_struc.turel
Office | I Behaviour | ICommunications| I Engineering I

Growth and |

— L' Business | _I Consumer |
engagement | Partners | | Analysis |
Public
Product

— Public policy

Is this anisatiorl chart in a vertical or horizontal format?

2. Who is head of the organisation?
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Based on the departments and job roles, have a guess at what type of business you think this
organisational chart may belong to?

What roles report to the CEQO? List them.

If you were an employee in sales, who would you report {p?

If you were an employee in corporate be

If you were an employee in growth you report to?

If you were [ Id you report to?

List the roles that ar&art of th&marketing centre.

10. What does CEO and CFO stand for and who do they report to?
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TASK 2 <, AT
= > (A @
IR

TASK 1

Use the clues to unlock the business acronyms and abbreviations. They have been highlighted
in bold to assist you. An example has been provided.

| will get that work to you by COB today! Close Of Business

Before we¥set up a team could you ensure that you complete
all R&D?

Oh no! This is a PR nightmare.
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Matrix structure

Describe it:

“)—\’a Match the characteristics of the workplace structure listed
&/ \/ in the left column with the corresponding structure type in
the right column.

Characteristic Workplace structure
Is a hybrid functional and project-based structure Hierarchical structure
Has the potential to cause silos Flat structure
Structure is divided into projects or specialised teams Matrix structure

Organisation is divided into different departments or

) Flat structure
functional areas

L Project-Based
Most common to larger organisations

structure
Fewer levels, less layers Functional structure
Common for start-ups Functional structure
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Statutory and national policy bodies

A f Key knowledge
7z

KX e The role of statutory and national policy bodies including Safe Work
Australia, WorkSafe Victoria, the Fair Work Ombudsman, Victorian Equal
Opportunity and Human Rights Commission and the Australian Human
Rights Commission.

workplace.

E3 Right to non-discrimi
-". Workers have a right to inati workplace. This means that they
-i. should be treat Ir race, gender, religion, age,

discrimination in al requirement but also a fundamental
human right.

ing, or victimisation. All workers should be treated with
o perform their job duties without fear of harm or

ormation. This privacy must be respected by employers and no
le surveillance or monitoring of employee activities should occur.

There are a number of statutory and national policy bodies that are responsible for protecting these
rights and enforcing laws and regulations related to workplace safety, health and wellbeing, including
Safe Work Australia, WorkSafe Victoria, the Fair Work Ombudsman, Victorian Equal Opportunity and
Human Rights Commission and the Australian Human Rights Commission. Each of these bodies assist
the government to enforce laws to protect workers.

These bodies provide information and resources to support employees and employers to ensure safe and
healthy workplaces. They can also assist workers to understand their rights and how to address any
concerns they may have in the workplace.
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TASK 4 X ,! y
> QO/;,

As an employee in a workplace, you can help to prevent work related injuries and illnesses by
taking simple actions to ensure workplace health and safety. Below is a list of workplace actions.
Determine which actions you should and shouldn’t do to ensure your safety

around you by placing a tick next to the things you should do and a cr

shouldn't.

Report workplace incidents as soon as they occur

Talk or text when operating machinery

Adopt correct manual handling when lifting, pulling or pushing

Know the location of all safety related equipment, including fire extinguishers
Take regular breaks. Taking time to stretch from repetitive tasks

Always do as your employer instructs you, no matter what!

Ensure that your work station is ergonomical

Wear all required elements of your uniform even if they are uncomfortable
Come to work when you are feeling unwell or sick

Report hazards as soon as you identify them

Ensure that your qualifications and certifications are current

Come to work when you are affected by drugs or alcohol

Ignore a hazard when you see one, the inspector will find it on their next inspection
Know the locations of all exits and assembly areas

Come to work if you feel extremely tired

Complete daily housekeeping tasks to ensure that the areas you are responsible for
are clean and hygienic

Ensure that you get enough sleep before attending work

Use poor body posture

Wear appropriate personal protective equipment (PPE) as required by your workplace

Ignore a fire drill if you know it is a practice

Wash hands with soap for at least 20-seconds after using the bathroom
Ensure that you are socially distanced where possible

Allow rubbish bins to overflow, it is not your job to empty them
Question something that feels unsafe

Tell your employer if you are stressed and feel your workload is too much
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There are 20 basic rights in Victoria’s Charter for Human Rights and Responsibilities. These promote
and protect the values of freedom, respect, equality and dignity for all Victorians. Some of these
include:

e The right to be protected from torture and cruel, inhuman or degradi
e Aright to humane treatment when deprived of liberty
¢ Right to protection from retrospective criminal laws
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assembly and freedom of association

WANTED

C M

proceedings

$$85%

Q The rights of people with
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~
2
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What is a workplace structure? Why is it important that workplaces have one?

List three workplace structures and provide a brief explanation.

What are ‘silos’? Is it a good or bad thing in an organisation? Explain.

What law and regulation do WorkSafe Victoria enforce?

What Act does the Fair Work Ombudsman protect?

What charter and law does the Victorian Equal opportunity and Human Right Commission

uphold?

If you believed that you were not being paid at the correct rate, which statutory or national

policy body should you seek support from?

8. If you felt that you were being discriminated from being promoted at work, which statutory
or national policy body should you seek support from?

9. Ifyou had an issue with a hazard in your workplace not being adequately controlled, which
statutory or national policy body should you seek support from?

10. What are human rights? Provide 3 examples of human rights.

1
O

Ok wh =

.

Key knowledge

a e The role of advocacy organisations including unions and employer
associations. (AoS 1)

e Employee advocates, including unions and professional associations (AoS 2)

ar viewpd
ic_gfinion and persuade decision-makers to take action on a

unions
available and they are g
education, heglthcare an

. There are many different types of unions and employer associations
industry-specific, representing workers in sectors such as construction,
thers. These unions and associations represent the interests of employees
and employers y in workplaces, negotiating fair wages, benefits, working conditions and
protecting the righ members. These organisations vary in size and scope and can play a crucial role
in promoting and protecting the rights of employees and employers in the workplace.

When you start working it is important to be informed about the employee union in your industry. Knowing
what it advocates for can help you make informed decisions about your employment and ensure that your
rights are protected. By being a member, you have a voice in the workplace and contribute to the
negotiation of better wages, working conditions and benefits. Unions also provide support for employees
facing issues such as discrimination or unjust termination. Knowing about the employee union in your
industry can help you make informed decisions about your employment and ensure that your rights and
interests are protected. The cost of being a member of a union is around $10 per week for full-time
employees.
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TASK 6 NP 7

In Unit 1 Work-related Skills you may remember learning that there are 19 industry groupings in
Australia. They are listed below. Choose five and using the internet see if you can find an employee

Accommodation and food services
Administrative and support services
Agriculture, forestry and fishing

Arts and recreation services
Construction

Education and training

Electricity, gas, water and waste services
Financial and insurance services
Healthcare and social assistance

An example for the education and tr

Industry Employee Union / Who is it for?
00

m _

Education and Australian cation AHEIA — The Australian Higher
Training Education Industrial Association

Universities

rincipals, Early
Educators, Student
Teg@hers and TAFE Teachers

Continued..
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Continued...

Industry Employee Union / Who is it for? | Employer Association / Who is it for?
9
00
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