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[bookmark: _Toc240137271]Using the WAFA AAOT WHS Resource Library
This resource library supports candidates to build, revise and maintain an AAOT Work Health and Safety Practice Manual. The templates are professional resources, not a checklist requiring every candidate to complete every form.
Some templates are specifically required as evidence for Unit 1. Others are optional and should be selected where they are relevant to the candidate's practice, hazards, activities, organisational structure, jurisdiction, clients and assistance animals.
Candidates may adapt WAFA templates, use suitable authorised workplace documentation, combine related documents, or develop their own documentation where this produces a more appropriate professional system. The ability to determine what documentation is required, what is unnecessary, and when an additional system should be developed forms part of the professional judgement expected within the AAOT credential.
[bookmark: _Toc240137272]A living manual across the AAOT course
Unit 1 establishes the WHS foundations. Further specialist documentation will be developed in later units and then incorporated into, or cross-referenced by, the WHS Practice Manual before final Professional Portfolio submission.
Unit 2: Sustainability documentation is developed and receives feedback through the Unit 2 assessment before being integrated into the final WHS Practice Manual.
Unit 3: Infection Prevention and Control documentation is developed and receives feedback through the Unit 3 assessment before being integrated into the final WHS Practice Manual.
Later units: any additional policy, procedure, plan, register, risk assessment or professional resource that logically forms part of the WHS system should be incorporated or cross-referenced after relevant learning and feedback.
By final Professional Portfolio submission, the WHS Practice Manual should reflect everything reasonably needed for the candidate's own current or intended AAOT work. No two manuals are expected to be identical.
[bookmark: _Toc240137273]Template categories
	Category
	How to use

	Core Unit 1 assessment resources
	Used to demonstrate the foundational WHS systems required by the Unit 1 assessment.

	Document-development resources
	Reusable structures for policies, procedures and task-specific operational documents.

	Optional/context-dependent resources
	Use when materially relevant to the candidate's practice. Do not manufacture irrelevant hazards or paperwork.

	Course-spanning resources
	Used to record feedback, document control and later integration into the final Professional Portfolio.




[bookmark: _Toc240137274]Template 1: WHS Roles, Responsibilities and Duty-Holder Matrix
Purpose: Map who holds relevant WHS/OHS responsibilities in the selected AAOT practice context.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Practice/organisation: ________________________________________________________________________________
Jurisdiction: ________________________________________________________________________________
	Role / duty holder
	Person / position
	Why role applies
	Key WHS responsibilities
	Control / influence
	Consult / coordinate with

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


[bookmark: _Toc240137275]Professional reasoning prompts
☐ Have I considered whether the practice is a PCBU or equivalent duty holder in the relevant jurisdiction?
☐ If self-employed, have I considered the practitioner's overlapping responsibilities?
☐ Have I distinguished an officer from a manager or senior employee based on actual role and influence rather than title?
☐ Have I identified overlapping duties with other organisations or PCBUs?
☐ Have I considered workers, contractors, students, volunteers and other persons where relevant?
☐ Have I considered how responsibilities change in homes, schools, workplaces, hospitals, community settings and public environments?


[bookmark: _Toc240137276]Template 2: Legal, Regulatory and Professional Compliance Register
Purpose: Identify, distinguish and monitor legal, regulatory, professional, organisational and other requirements relevant to AAOT practice.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Requirement / source
	Type
	Jurisdiction / scope
	Relevance to AAOT practice
	Responsible person
	Evidence / action
	Review date / trigger

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Type examples: law; regulation; Code of Practice; regulator guidance; professional obligation; organisational requirement; funding requirement; credential requirement; evidence-informed good practice.


[bookmark: _Toc240137277]Template 3: WHS Documentation Framework and Document Register
Purpose: Show how the WHS system is organised and control versions of documents within the AAOT WHS Practice Manual.
Assessment use: Core Unit 1 resource and course-spanning document.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Suggested architecture: Policy → Procedure → Risk Assessment → SWP/SOP → Work Instruction → Checklist → Plan → Register
	Document title
	Document type
	Purpose
	Owner / responsible role
	Version
	Approved / effective date
	Review date / trigger
	Related documents / location

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 




[bookmark: _Toc240137278]Template 4: WHS Training, Induction and Competency Plan or Matrix
Purpose: Identify WHS training, induction and competency needs, plan proportionate development, and record how competence will be confirmed and reviewed.
Assessment use: Core Unit 1 resource; required evidence for the WHS Policy and Safety Management Framework.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Practice/organisation: ________________________________________________________________________________
Prepared by: ________________________________   Date: ________________   Review date/trigger: ________________
[bookmark: _Toc240137279]Training-needs identification
Compare the competence required for the role or task with current knowledge, skills, experience and demonstrated competence. Record only development that is genuinely required and proportionate to the level of risk.
	Role / person
	Required training or competency
	Identified need / current competence
	Development / delivery method
	How competency will be confirmed
	Review / responsibility / record

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc240137280]Professional reasoning prompts
☐ Have I identified what the person actually needs to know or be able to do for the role or task?
☐ Have I considered what they already know, have experienced, or can already demonstrate?
☐ Is the development response proportionate to the task, hazard, complexity and consequences of error?
☐ Have I distinguished information, education, supervised practice and demonstrated competency?
☐ Where practical competence is required, have I identified how it will be observed or otherwise confirmed?
☐ Have I identified refresher, supervision or review requirements where relevant?
☐ For sole practice, have I considered my own CPD, supervision, consultation and limits of competence?
Reminder: Completion of training does not automatically demonstrate competence. Training and competency requirements should be role-specific, evidence-informed and proportionate to risk.


[bookmark: _Toc240137281]Template 5: AAOT Hazard Identification Checklist
Purpose: Systematically consider foreseeable hazards across assistance animal Occupational Therapy practice.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
[bookmark: _Toc240137282]Assistance animal health, behaviour and welfare
☐ animal illness or injury
☐ fatigue/workload/rest
☐ stress/distress signals
☐ behavioural escalation
☐ equipment fit/use
☐ other animals
☐ environmental suitability
[bookmark: _Toc240137283]Person, occupation and task
☐ manual tasks
☐ mobility/positioning
☐ communication/accessibility
☐ task demands
☐ assistive technology/equipment
☐ fatigue
☐ reasonable adjustments
[bookmark: _Toc240137284]Biological and infection-related
☐ animal waste/body fluids
☐ bites/scratches
☐ zoonotic exposure
☐ cleaning/disinfection
☐ shared equipment
☐ animal illness
[bookmark: _Toc240137285]Physical/environmental
☐ slips/trips/falls
☐ heat/cold/weather
☐ noise/crowding
☐ lighting
☐ blocked exits
☐ public environments
☐ home hazards
[bookmark: _Toc240137286]Transport and travel
☐ vehicle loading/restraint
☐ animal transport
☐ roadside risk
☐ long-distance travel
☐ public transport
☐ emergency transport
[bookmark: _Toc240137287]Psychosocial
☐ workload
☐ low control
☐ role ambiguity
☐ public-access conflict/discrimination
☐ violence/aggression
☐ traumatic events
☐ animal illness/retirement/death
☐ moral distress
☐ lone work
☐ complaints/online abuse
[bookmark: _Toc240137288]Third-party and organisational
☐ household members/visitors
☐ contractors/other providers
☐ other PCBUs
☐ inadequate policies/training
☐ poor communication
☐ equipment maintenance
☐ emergency preparedness
[bookmark: _Toc240137289]Hazards identified / further action
	Hazard / circumstance
	Who or what may be harmed
	Existing controls
	Further assessment needed?
	Action / owner

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Reminder: disability, diagnosis, communication difference, support need or assistance animal use is not automatically a hazard. Identify the actual circumstance capable of causing harm.


[bookmark: _Toc240137290]Template 6: WHS Risk Assessment Template
Purpose: Assess a hazard or activity using a proportionate process and document controls, participation considerations and review triggers.
Assessment use: Core Unit 1 resource; one completed complex risk assessment is required.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Activity / task / environment: ________________________________________________________________________________
Assessment context: ________________________________________________________________________________
Assessor: ________________________________________________________________________________
Date: ________________________________________________________________________________
	Hazard / circumstance
	Potential harm
	Who / what may be affected
	Existing controls
	Likelihood
	Consequence
	Initial risk

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


[bookmark: _Toc240137291]Participation, adjustment and animal welfare considerations
	Benefits / importance of participation
	Reasonable adjustments or supports considered
	Animal welfare implications
	Potential consequences of restriction

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137292]Additional controls and residual risk
	Additional control
	Hierarchy level
	Responsible person
	Due date
	Residual risk
	How effectiveness will be checked

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


Review date / trigger: ________________________________________________________________________________
A new formal document is not required for every new environment. Use a formal, reviewed, task-specific or dynamic assessment process proportionate to the circumstances and level of risk.


[bookmark: _Toc240137293]Template 7: Complex AAOT Risk-Control Analysis
Purpose: Demonstrate advanced professional reasoning when balancing WHS, participation, reasonable adjustment, dignity of risk and assistance animal welfare.
Assessment use: Core Unit 1 resource; complete three analyses.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Scenario / activity: ________________________________________________________________________________
Actual hazard: ________________________________________________________________________________
Who or what may be harmed: ________________________________________________________________________________
Client goal / occupational purpose: ________________________________________________________________________________
	Element
	Critical analysis

	Likelihood and consequence
	 

	Existing controls and their effectiveness
	 

	Hierarchy of controls options
	 

	Reasonable adjustments / supports
	 

	Client preferences and supported decision-making
	 

	Assistance animal welfare
	 

	Risks of participation
	 

	Risks / consequences of restricting participation
	 

	Least-restrictive effective option
	 

	Selected controls and justification
	 

	Residual risk
	 

	Review triggers / effectiveness measures
	 


Where exclusion of the person or assistance animal appears to be the easiest control, analyse whether it controls the actual hazard and whether a less restrictive effective option is reasonably available.


[bookmark: _Toc240137294]Template 8: Hierarchy of Controls Analysis
Purpose: Consider higher-order controls before relying on administrative controls or PPE.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Hierarchy level
	Possible control in this scenario
	Feasibility / limitations
	Impact on participation / access
	Animal welfare implications

	Eliminate actual hazard
	 
	 
	 
	 

	Substitute
	 
	 
	 
	 

	Isolate
	 
	 
	 
	 

	Engineering control
	 
	 
	 
	 

	Administrative control
	 
	 
	 
	 

	PPE
	 
	 
	 
	 


[bookmark: _Toc240137295]Control selection
Selected control(s): ________________________________________________________________________________
Why selected: ________________________________________________________________________________
Could any control unnecessarily exclude the person or assistance animal? If yes, less restrictive alternative: ________________________________________________________________________________
Residual risk: ________________________________________________________________________________


[bookmark: _Toc240137296]Template 9: WHS Risk Control Plan
Purpose: Translate risk assessment findings into assigned, measurable and reviewable controls.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Risk / issue
	Control action
	Hierarchy level
	Responsible person
	Resources
	Due date
	Status
	Effectiveness measure / review

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


[bookmark: _Toc240137297]Participation and welfare check
☐ Does any proposed control unnecessarily restrict client autonomy, access or occupational participation?
☐ Is there a less restrictive effective control available?
☐ Have reasonable adjustments been considered?
☐ Have assistance animal welfare implications been considered?
☐ Have relevant people been consulted?


[bookmark: _Toc240137298]Template 10: WHS Consultation and Communication Record
Purpose: Record meaningful consultation and how stakeholder input influenced WHS decisions.
Assessment use: Core Unit 1 resource; one completed or simulated record is required.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Issue / decision being considered: ________________________________________________________________________________
Date: ________________________________________________________________________________
Consultation method: ________________________________________________________________________________
Facilitator / responsible person: ________________________________________________________________________________
	Participant / stakeholder
	Role / interest
	Communication or accessibility adjustment
	Feedback / concern / information provided

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137299]Outcome
	Decision / action
	How consultation influenced decision
	Responsible person
	Due date
	How outcome will be communicated

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Further consultation / review required: ________________________________________________________________________________


[bookmark: _Toc240137300]Template 11: Assistance Animal Emergency and Continuity Plan
Purpose: Plan for emergencies affecting the person, assistance animal, practitioner or environment, including temporary separation and continuity of disability-related supports.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Practice / service: ________________________________________________________________________________
Plan owner: ________________________________________________________________________________
Emergency contact number(s): ________________________________________________________________________________
[bookmark: _Toc240137301]Person-related emergency
	Foreseeable scenario
	Immediate actions
	Who is responsible
	Communication / contacts
	Animal / client continuity arrangements

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


[bookmark: _Toc240137302]Assistance animal emergency
	Foreseeable scenario
	Immediate actions
	Who is responsible
	Communication / contacts
	Animal / client continuity arrangements

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


[bookmark: _Toc240137303]Temporary separation / transfer of care
	Foreseeable scenario
	Immediate actions
	Who is responsible
	Communication / contacts
	Animal / client continuity arrangements

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


[bookmark: _Toc240137304]Environmental / transport emergency
	Foreseeable scenario
	Immediate actions
	Who is responsible
	Communication / contacts
	Animal / client continuity arrangements

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


[bookmark: _Toc240137305]Continuity of disability-related supports
	Foreseeable scenario
	Immediate actions
	Who is responsible
	Communication / contacts
	Animal / client continuity arrangements

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


[bookmark: _Toc240137306]Emergency readiness
☐ Accessible emergency communication considered
☐ Ambulance / hospital transfer considered
☐ Authorised temporary animal carers identified where relevant
☐ Veterinary details available
☐ Animal medication / feeding / toileting / handling information available
☐ Backup transport considered
☐ Reunification process considered
☐ Plan addresses circumstances where the assistance animal cannot work
☐ Emergency drills / review arrangements established
Review date / trigger: ________________________________________________________________________________


[bookmark: _Toc240137307]Template 12: Emergency Contact and Temporary Animal Care Information Sheet
Purpose: Provide concise, accessible information for temporary care of an assistance animal during an emergency.
Assessment use: Core Unit 1 supporting resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Person / handler name or identifier: ________________________________________________________________________________
Assistance animal name: ________________________________________________________________________________
Species / breed / description: ________________________________________________________________________________
Primary emergency contact: ________________________________________________________________________________
Secondary emergency contact: ________________________________________________________________________________
Veterinary clinic / veterinarian: ________________________________________________________________________________
Veterinary phone: ________________________________________________________________________________
Authorised temporary carer(s): ________________________________________________________________________________
	Area
	Essential information

	Medication / health needs
	 

	Feeding
	 

	Water
	 

	Toileting
	 

	Handling / cues
	 

	Equipment
	 

	Behaviour / stress considerations
	 

	Transport
	 

	Work status / tasks
	 

	Do not do / safety warnings
	 

	Reunification / contact arrangements
	 


Include only information necessary for safe temporary care. Store and share this sheet in accordance with privacy and consent requirements.


[bookmark: _Toc240137308]Template 13: WHS Incident Report Form
Purpose: Record incidents, injuries, illnesses and other safety events factually and support appropriate escalation.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Date/time: ________________________________________________________________________________
Location: ________________________________________________________________________________
Reported by: ________________________________________________________________________________
People involved: ________________________________________________________________________________
Animals involved: ________________________________________________________________________________
	Event type
	☐ Injury  ☐ Illness  ☐ Animal-related  ☐ Violence/aggression  ☐ Biological exposure  ☐ Equipment  ☐ Environmental  ☐ Other

	 
	 


[bookmark: _Toc240137309]What happened?



[bookmark: _Toc240137310]Immediate actions
	Action
	By whom
	Time

	 
	 
	 

	 
	 
	 

	 
	 
	 


[bookmark: _Toc240137311]External / statutory notification review
	Question
	Response / details

	Could this be a WHS/OHS notifiable incident? (Yes / No / Requires review)
	 

	Relevant regulator
	 

	Responsible duty holder / notifier
	 

	Notification date/time
	 

	Site preservation required / action taken
	 

	Other pathways: veterinary / animal welfare / insurer / professional / organisational / other
	 


Internal reporting and statutory WHS/OHS notification are separate processes. Animal injury or illness is not automatically a WHS-notifiable incident; consider all relevant reporting pathways.


[bookmark: _Toc240137312]Template 14: WHS Near Miss Report
Purpose: Capture events that could have caused harm and use them for prevention and system learning.
Assessment use: Core/optional incident-learning resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Date/time: ________________________________________________________________________________
Location: ________________________________________________________________________________
Reported by: ________________________________________________________________________________
Activity underway: ________________________________________________________________________________
[bookmark: _Toc240137313]What nearly happened?



	Potentially affected
	Potential consequence
	Existing controls
	Immediate action taken

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137314]Contributing factors
☐ Environment
☐ Equipment
☐ Work design
☐ Communication
☐ Training/competency
☐ Animal behaviour/welfare
☐ Third party
☐ Fatigue/workload
☐ Procedure/system gap
☐ Other
Recommended follow-up: ________________________________________________________________________________
Responsible person / review date: ________________________________________________________________________________


[bookmark: _Toc240137315]Template 15: Incident Investigation and Root Cause Analysis
Purpose: Investigate an incident or near miss to identify immediate, contributing and systemic factors and support prevention.
Assessment use: Core Unit 1 resource for the applied incident analysis.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Incident reference: ________________________________________________________________________________
Investigator(s): ________________________________________________________________________________
Date investigation commenced: ________________________________________________________________________________
[bookmark: _Toc240137316]Event summary and evidence
	Evidence source
	Key information / finding

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


[bookmark: _Toc240137317]Analysis
	Level
	Findings

	Immediate factors
	 

	Contributing factors
	 

	Underlying / systemic factors
	 

	Root cause(s)
	 

	Human / animal / environmental / organisational interactions
	 


[bookmark: _Toc240137318]Actions
	Corrective / preventive action
	Reason
	Responsible person
	Due date
	Effectiveness measure

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Focus on system improvement and evidence rather than inappropriate individual blame.


[bookmark: _Toc240137319]Template 16: WHS Corrective Action Register
Purpose: Track corrective and preventive actions arising from hazards, incidents, audits, inspections, consultation and continuous improvement.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Ref.
	Source / issue
	Action required
	Priority
	Responsible person
	Due date
	Status
	Verification / effectiveness
	Closed date

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 




[bookmark: _Toc240137320]Template 17: WHS Continuous Improvement Plan
Purpose: Plan, implement and evaluate improvements to the AAOT WHS system.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Improvement opportunity
	Evidence / source
	Goal
	Action
	Responsible person
	Resources
	Timeframe
	Success measure
	Review outcome / learning

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 


Potential sources include audits, inspections, incidents, near misses, worker/client consultation, animal welfare indicators, feedback, changes in evidence, legislation, practice model or later AAOT learning.


[bookmark: _Toc240137321]Template 18: WHS Monitoring and Evaluation Plan
Purpose: Define how WHS performance and control effectiveness will be monitored over time.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Area / control
	Indicator
	Leading / lagging
	Data source
	Frequency
	Responsible person
	Threshold / expected result
	Action if result not met

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


[bookmark: _Toc240137322]Review prompts
☐ Do indicators include more than incident counts?
☐ Are animal welfare indicators included where relevant?
☐ Are psychosocial hazards monitored?
☐ Are consultation and corrective-action completion monitored?
☐ Are document and legislative review triggers included?


[bookmark: _Toc240137323]Template 19: Professional Feedback and Revision Record
Purpose: Record assessor feedback, professional analysis and revisions from Unit 1 through final Professional Portfolio submission.
Assessment use: Course-spanning required resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Feedback received
	Candidate analysis / response
	Change made
	Location in manual
	Rationale if not adopted
	Date completed

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 




[bookmark: _Toc240137324]Template 20: Policy Development Template
Purpose: Develop a clear organisational policy that states commitments, principles, responsibilities and governance requirements.
Assessment use: Document-development resource used across the AAOT course.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Policy title: ________________________________________________________________________________
Document owner: ________________________________________________________________________________
Version: ________________________________________________________________________________
Approval date: ________________________________________________________________________________
Effective date: ________________________________________________________________________________
Review date / trigger: ________________________________________________________________________________
[bookmark: _Toc240137325]1. Purpose
Why does this policy exist?


[bookmark: _Toc240137326]2. Scope
Who and what does it apply to?


[bookmark: _Toc240137327]3. Policy Statement
State the organisation's commitment and expected approach.


[bookmark: _Toc240137328]4. Principles
Identify guiding legal, ethical, professional, accessibility and animal welfare principles.


[bookmark: _Toc240137329]5. Responsibilities
Allocate responsibilities to relevant roles.


[bookmark: _Toc240137330]6. Requirements
State the substantive requirements of the policy.


[bookmark: _Toc240137331]7. Consultation and Accessibility
Explain consultation, communication and reasonable-adjustment considerations.


[bookmark: _Toc240137332]8. Related Procedures and Documents
List procedures, plans, registers, risk assessments and other documents that operationalise the policy.


[bookmark: _Toc240137333]9. Monitoring and Review
Explain how implementation and effectiveness will be monitored.


[bookmark: _Toc240137334]10. References / Authority
List relevant legislation, standards, professional guidance and evidence.




[bookmark: _Toc240137335]Template 21: Procedure Development Template
Purpose: Translate policy and risk-management requirements into clear operational steps.
Assessment use: Document-development resource used across the AAOT course.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Procedure title: ________________________________________________________________________________
Related policy: ________________________________________________________________________________
Owner: ________________________________________________________________________________
Version: ________________________________________________________________________________
Effective date: ________________________________________________________________________________
Review date / trigger: ________________________________________________________________________________
[bookmark: _Toc240137336]Purpose


[bookmark: _Toc240137337]Scope


[bookmark: _Toc240137338]Responsibilities


[bookmark: _Toc240137339]Required resources / equipment / PPE


[bookmark: _Toc240137340]Procedure steps
	Step
	Action
	Responsible role
	Control / key consideration

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137341]Risk controls and reasonable adjustments


[bookmark: _Toc240137342]Animal welfare considerations


[bookmark: _Toc240137343]Escalation / stop-work criteria


[bookmark: _Toc240137344]Emergency arrangements


[bookmark: _Toc240137345]Records generated


[bookmark: _Toc240137346]Related documents


[bookmark: _Toc240137347]Review and monitoring




[bookmark: _Toc240137348]Template 22: Safe Work Procedure (SWP) Template
Purpose: Document a safe method for a task or activity where a structured task-specific procedure is warranted.
Assessment use: Document-development resource replacing the former generic SWMS template.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
SWP title: ________________________________________________________________________________
Activity / task: ________________________________________________________________________________
Location / setting: ________________________________________________________________________________
Prepared by: ________________________________________________________________________________
Version: ________________________________________________________________________________
Review date / trigger: ________________________________________________________________________________
[bookmark: _Toc240137349]People, animals, equipment and prerequisites
	Item
	Requirement / detail

	 
	 

	 
	 

	 
	 

	 
	 


[bookmark: _Toc240137350]Hazards and controls
	Hazard
	Potential harm
	Control
	Residual risk

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137351]Safe work steps
	Step
	Safe method
	Responsible role
	Stop / escalate if

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


[bookmark: _Toc240137352]Emergency / incident response


[bookmark: _Toc240137353]Training / competency


A SWP is not a Safe Work Method Statement. SWMS terminology should only be used where the legal requirements for a SWMS apply to the actual work.


[bookmark: _Toc240137354]Template 23: Safe Operating Procedure (SOP) Template
Purpose: Standardise operation of equipment, a system or a repeatable operational process.
Assessment use: Document-development resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
SOP title: ________________________________________________________________________________
Equipment / process: ________________________________________________________________________________
Owner: ________________________________________________________________________________
Version: ________________________________________________________________________________
Review date / trigger: ________________________________________________________________________________
	Section
	Details

	Purpose and scope
	 

	Authorised / competent users
	 

	Pre-use checks
	 

	Operating steps
	 

	Risk controls
	 

	Cleaning / infection considerations
	 

	Animal welfare considerations
	 

	Fault / failure response
	 

	Emergency response
	 

	Maintenance / records
	 




[bookmark: _Toc240137355]Template 24: Work Instruction Template
Purpose: Provide concise step-by-step instructions for a defined task where a full procedure is unnecessary.
Assessment use: Document-development resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Task: ________________________________________________________________________________
Applies to: ________________________________________________________________________________
Related policy/procedure/SWP: ________________________________________________________________________________
Version: ________________________________________________________________________________
	Step
	Instruction
	Key safety / accessibility / welfare point

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Stop and seek assistance if: ________________________________________________________________________________


[bookmark: _Toc240137356]Template 25: Home, Community and Lone Worker Safety Plan
Purpose: Plan proportionate controls for AAOT work undertaken outside a controlled workplace.
Assessment use: Core Unit 1 resource where home/community/lone work is relevant.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
Worker / role: ________________________________________________________________________________
Service / activity: ________________________________________________________________________________
Typical locations: ________________________________________________________________________________
Check-in contact / escalation contact: ________________________________________________________________________________
	Risk area
	Pre-visit / planned control
	Dynamic indicators
	Action / escalation

	Client / household information
	 
	 
	 

	Other people / visitors
	 
	 
	 

	Other animals
	 
	 
	 

	Violence / aggression
	 
	 
	 

	Weapons / dangerous items
	 
	 
	 

	Alcohol / other drugs
	 
	 
	 

	Smoking / vaping / airborne exposure
	 
	 
	 

	Premises / exits
	 
	 
	 

	Neighbourhood / travel
	 
	 
	 

	Communication / mobile coverage
	 
	 
	 

	Weather / environmental
	 
	 
	 

	Lone work / check-in
	 
	 
	 

	Emergency assistance
	 
	 
	 


[bookmark: _Toc240137357]Decision pathway
Continue → add controls → modify activity/environment → change location → obtain assistance → postpone → leave/end the particular unsafe activity, using the least restrictive effective response.
Check-in frequency / process: ________________________________________________________________________________
Missed check-in escalation: ________________________________________________________________________________
Review trigger: ________________________________________________________________________________


[bookmark: _Toc240137358]Template 26: Specialist WHS Hazard Management Plan
Purpose: Bring together specialist Unit 1 hazards without forcing unnecessary standalone policies.
Assessment use: Core Unit 1 resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Hazard area
	Applies?
	Key risks
	Controls / supporting document
	Responsible role
	Monitoring / review

	PPE
	 
	 
	 
	 
	 

	Hazardous chemicals
	 
	 
	 
	 
	 

	Manual tasks
	 
	 
	 
	 
	 

	Equipment / assistive technology
	 
	 
	 
	 
	 

	Animal handling
	 
	 
	 
	 
	 

	Psychosocial hazards
	 
	 
	 
	 
	 

	Violence/aggression
	 
	 
	 
	 
	 

	Fatigue/workload
	 
	 
	 
	 
	 

	Lone work
	 
	 
	 
	 
	 

	Other practice-specific hazard
	 
	 
	 
	 
	 


At Unit 1 stage, recognise infection-control and sustainability intersections, but develop the formal specialist documentation after completing Unit 2 Sustainability and Unit 3 Infection Prevention and Control.


[bookmark: _Toc240137359]Template 27: WHS Workplace Inspection Checklist
Purpose: Conduct a practical inspection of a workplace or service environment and identify actions.
Assessment use: Optional/context-dependent resource; may support monitoring and continuous improvement.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Inspection area
	Satisfactory
	Issue / evidence
	Action required
	Responsible person
	Due date

	Access / exits / housekeeping
	 
	 
	 
	 
	 

	Floors / slips / trips
	 
	 
	 
	 
	 

	Lighting / noise / temperature
	 
	 
	 
	 
	 

	Animal areas / welfare
	 
	 
	 
	 
	 

	Equipment / assistive technology
	 
	 
	 
	 
	 

	Manual-task arrangements
	 
	 
	 
	 
	 

	Chemicals / SDS
	 
	 
	 
	 
	 

	Biological / cleaning arrangements
	 
	 
	 
	 
	 

	Public / client safety
	 
	 
	 
	 
	 

	Emergency equipment / information
	 
	 
	 
	 
	 

	Documentation / signage
	 
	 
	 
	 
	 

	Psychosocial / work-design observations
	 
	 
	 
	 
	 

	Other
	 
	 
	 
	 
	 


Inspector: ________________________________________________________________________________
Date: ________________________________________________________________________________
Follow-up date: ________________________________________________________________________________


[bookmark: _Toc240137360]Template 28: WHS Self-Audit Tool
Purpose: Support an internal diagnostic review by a practitioner or organisation to identify strengths and gaps.
Assessment use: Optional/context-dependent resource; one audit or self-audit is required by the Unit 1 assessment.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Area
	Meets
	Partially meets
	Does not meet
	N/A
	Evidence / gap / action

	Governance and responsibilities
	 
	 
	 
	 
	 

	Legal / regulatory register
	 
	 
	 
	 
	 

	Consultation
	 
	 
	 
	 
	 

	Hazard identification
	 
	 
	 
	 
	 

	Risk assessment and control
	 
	 
	 
	 
	 

	Client autonomy / dignity of risk
	 
	 
	 
	 
	 

	Assistance animal welfare
	 
	 
	 
	 
	 

	Training / competency
	 
	 
	 
	 
	 

	Home/community/lone work
	 
	 
	 
	 
	 

	Psychosocial hazards
	 
	 
	 
	 
	 

	Emergency / continuity
	 
	 
	 
	 
	 

	Incident management
	 
	 
	 
	 
	 

	Documentation control
	 
	 
	 
	 
	 

	Monitoring / CQI
	 
	 
	 
	 
	 

	Later-unit integration / identified gaps
	 
	 
	 
	 
	 




[bookmark: _Toc240137361]Template 29: WHS Audit Checklist
Purpose: Conduct a more formal systematic review of WHS system requirements and supporting evidence.
Assessment use: Optional/context-dependent resource; may be used instead of the self-audit where appropriate.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Audit criterion
	Evidence reviewed
	Finding
	Conformity / rating
	Corrective action
	Owner / due date

	Leadership / governance
	 
	 
	 
	 
	 

	Duty-holder responsibilities
	 
	 
	 
	 
	 

	Legal compliance
	 
	 
	 
	 
	 

	Consultation
	 
	 
	 
	 
	 

	Risk management
	 
	 
	 
	 
	 

	Training / competency
	 
	 
	 
	 
	 

	Incident / notification system
	 
	 
	 
	 
	 

	Emergency / continuity
	 
	 
	 
	 
	 

	Animal welfare integration
	 
	 
	 
	 
	 

	Disability inclusion / reasonable adjustment
	 
	 
	 
	 
	 

	Psychosocial risk
	 
	 
	 
	 
	 

	Document control
	 
	 
	 
	 
	 

	Monitoring / performance
	 
	 
	 
	 
	 

	Continuous improvement
	 
	 
	 
	 
	 


Auditor: ________________________________________________________________________________
Audit date: ________________________________________________________________________________
Scope: ________________________________________________________________________________
Overall conclusion: ________________________________________________________________________________


[bookmark: _Toc240137362]Template 30: Hazardous Chemical Register
Purpose: Record hazardous chemicals used or stored in the practice where this is materially relevant.
Assessment use: Optional/context-dependent resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Product / chemical
	Use / location
	Hazard classification
	SDS current / date
	Storage
	Required controls / PPE
	Responsible person
	Review

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


Do not create an artificial chemical-management problem where hazardous chemicals are not materially relevant. Ordinary products may still require appropriate safe use, but not every product necessarily belongs in a hazardous chemical register.


[bookmark: _Toc240137363]Template 31: Safety Data Sheet (SDS) Register
Purpose: Track access to current Safety Data Sheets for hazardous chemicals where required.
Assessment use: Optional/context-dependent resource.
Adapt this template to the candidate's current or intended AAOT practice. Delete sections that are genuinely not applicable, add practice-specific material where needed, and document the professional reasoning for significant adaptations.
	Product
	Supplier / manufacturer
	SDS issue date
	SDS location / access
	Review / replacement due
	Emergency information checked
	Responsible person
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