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Safety tips or what 
students need to know 
before work experience 

 Background 

Pamphlets come in different sizes and have different purposes. 

Some look interesting and make you want to pick them up and read them, others 

look boring and you really don’t want to pick them up let alone read what’s in them. This unit uses the 

design and production of a pamphlet as a means of developing students’ awareness of occupational 

health and safety. 

 Overview of the unit 

Students in Years 11 and 12 are likely to have been on work experience in previous years. This activity 

draws on their experience and asks them to create a pamphlet about OHS for students who are about 

to go on work experience. 

There are 2 activities in this unit: 

 Activity 1: Work experience - what do you need to know? which is about what work experience 

students need to know about workplace health and safety 

 Activity 2: Safety Tips - A pamphlet for work experience students where students design and 

produce a pamphlet for students about to go out on work experience. 

 Purpose of the unit  

 To increase awareness of workplace health and safety, particularly for young workers. 

 To develop research skills. 

 To develop an awareness of the purpose and structure of pamphlets and the techniques used to 

inform and persuade the reader.  

Resource requirements 

Activity sheets Activity 2: Safety Tips - A pamphlet for work experience students  

 Activity sheet 1: About (some) pamphlets 

 Activity sheet 2: Producing a pamphlet – a step by step guide. 

Other material 

or resources 
Activity 1 – WorkSafe Victoria have produced a flyer for young workers to inform 

them of their rights and responsibilities. The flyer, Safety Tips for Young Workers, 

can be accessed at www.worksafe.vic.gov.au/forms-and-publications/forms-and-

publications/safety-tips-for-young-workers   

Activity 2 – a range of pamphlets including ones that present information and at 

least one A4 folded to 3 panels (to fit a DL envelope). 

 

http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/safety-tips-for-young-workers
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Facilities and 

equipment 

Activity 1 – Students may need access to the internet to research information. 

Possible websites to be accessed: 

 WorkSafe Victoria - www.worksafe.vic.gov.au/home 

 SAFE-T1 - www.safe-t1.net.au  

Activity 2 – Students may need access to a computer and appropriate software to 

produce their pamphlets. 

 

 Assessment & curriculum alignment 

The activities in this unit are designed to support student learning but may also be used for assessment 

purposes. The activities support the learning outcomes listed in the table below but may not cover all 

the elements. If the activities are to be used as assessment tasks, teachers should check the relevant 

curriculum document, e.g. the VCAL Curriculum Planning Guides, to ensure all the elements are 

covered and the activity is consistent with the unit purpose statement. 

While documentation from undertaking the activities in this unit can be collected to build a portfolio of 

evidence to be used for the assessment of relevant learning outcomes, students will need to 

demonstrate competence of a learning outcome on more than one occasion and, wherever possible, in 

different contexts, to ensure the assessment is consistent, fair and equitable. 

 VCAL 

Foundation 

VCAL Inter-

mediate 

VCAL   Senior VELS Primary e-

phase 

Activity 1:  

Work experience 

- what do you 

need to know? 

R&W - LO 7  

WRS 1 – LO 2 

PDS 2* 

Extension: 

 OC - LO 2 

 

R&W - LO 7  

WRS 1 - LO 2 

& 3 

PDS 2 - LO 4 

Extension: 

 OC - LO 2 

R&W - LO 7  

WRS 1 – intro 

to LO 2 

Extension: 

 OC - LO 2 

English 

Extension: 

 Comm-

unication 

Engage 

Explore 

Activity 2:  

Safety Tips - A 

pamphlet for 

work experience 

students 

WRS 1 – LO 2 

R&W - LO 3  

PDS 2* 

Extension: 

 OC - LO 2 

 R&W - LO 3 

 

 

 

 

WRS 1 - LO 2 

& 3 

R&W - LO 3 

Extension: 

 OC - LO 2 

 R&W - LO 3 

R&W - LO 3 

WRS 1 – intro 

to LO 2 

Extension: 

 OC - LO 2 

 R&W - LO 3 

English 

Design, 

Creativity and 

Technology 

Explain 

 
 

*PDS 2 – Foundation 
students undertaking 
Activities 1 & 2 may 
cover LO 3. 

http://www.safe-t1.net.au/
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 Activity 1: Work experience - what do you need to know? 

Students need to have had some work experience, either through formal work experience, structured 

workplace learning or part-time or casual employment outside of school, to undertake this activity. 

This activity uses students’ prior knowledge and experience to further increase their awareness of 

workplace health and safety. The activity also aims to develop research skills. 

 What to do 

Using their own experience of work experience, Years 11 and/or 12 students decide what information 

younger students need about workplace health and safety before they go on work experience. They 

will also need to research information. This information will be used in Activity 2, where they design 

and develop a pamphlet for the younger group of students. 

Start the activity by getting students to share some of their experiences of work and/or work 

experience and any health and safety issues they have experienced at work. 

Ask students what they would have liked to know before they started work or work experience and 

what they think younger students need to know about workplace health and safety before they go on 

work experience. Note student’s ideas on the whiteboard. 

After they have contributed a number of different ideas, see if the ideas can be grouped under 

headings, e.g. types of hazards, what to do and who to talk to, student/young worker and employer 

rights and responsibilities. 

You might like to have the students talk to the younger students about OHS issues they believe they 

may face or have concerns about when they are on work experience. 

Students may like to look at the WorkSafe flyer, Safety Tips for Young Workers, 

(www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/safety-tips-for-young-

workers) and compare what is on their list with what is in the WorkSafe flyer. 

Students will need to gather additional information about some of their ideas, e.g. what the rights of 

work experience students are, who students should talk to if they see or experience an OHS issue. 

Discuss with students where they would find this type of information.  WorkSafe Victoria’s website 

(www.worksafe.vic.gov.au/home) is a great source of information about workplace health and safety. 

Information about a range of workplace health and safety topics can also be found on the Safe-T1 

website - www.safe-t1.net.au.  

If students are unfamiliar with undertaking research to check facts, or find information, you may like to 

model how to do this. For example, you could choose a hazard and, using a data projector so all 

students can see what is being done and can contribute ideas about where to find the information, 

‘walk’ the students through finding the appropriate information. You may like to discuss why you chose 

information from one website over that from another.  Students should then undertake their own 

research. If there are a number of topics or information to research, it may be worth splitting up what 

needs to be researched. 

When students have completed the research, they should report back what they have found out and 

the information should be made available for all students to access. 

 Extension activities 

Students give an oral presentation using the material researched. 

http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/safety-tips-for-young-workers
http://www.safe-t1.net.au/
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 Student roles and responsibilities in relation to the activity 

Contribute to class discussions. 

Identify possible sources of information. 

Undertake research on a specific topic. 

Ask for assistance when required. 

Take on a role and show responsibility consistent with the level of VCAL they are undertaking. 

 Level of teacher support 

Facilitate discussion.  

Provide encouragement. 

Model research behavior, if appropriate. 

Advise on how to research and identify sources of information, as required. 

Provide support appropriate to the level of VCAL the students are working at. 

 Assessment 

This is a learning activity. This activity could be used to support the learning outcomes as indicated in 

the table on page 2.  

To use it as an assessment task you would need to collect evidence such as:  

 teacher checklist of observations 

 research notes. 

If the activity is to be used as an assessment task, teachers should check the relevant curriculum 

document, e.g. the VCAL Curriculum Planning Guides, to ensure all the elements are covered and the 

activity is consistent with the unit purpose statement. 

Students working at a Senior level would be expected to work more autonomously on the activities. 
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 Activity 2: Safety Tips - A pamphlet for work experience students 

The main purpose of this activity is to increase awareness of workplace health and safety. The activity 

also aims to increase students’ understanding of the purpose of pamphlets, how information and ideas 

are presented and can be used to influence the reader. 

 What to do 

In this activity students work individually or in small groups to design and produce a pamphlet about 

workplace health and safety for students who are about to go on work experience for the first time. 

Begin the activity by providing students with examples of different pamphlets including ones that 

present information.  Discuss the: 

 purpose of these type of pamphlets 

 who they are written for. 

Ask students which pamphlets appeal to them and why. This should lead to a discussion about the 

layout of information pamphlets and how information is presented. This might include discussion 

about: 

 the type of information presented in each panel of the pamphlet 

 how much information is included (too much text can make the pamphlet look boring and less 

likely to be read)  

 how the information is presented (e.g., in paragraphs or dot points) 

 how white space is used 

 how graphics are used and the types of graphics used 

 how colour is used 

 the use of headings, fonts and font size. 

There is considerable variety in pamphlets but Activity sheet 1: About (some) pamphlets provides 

information about how (some) pamphlets are structured and their common features. Ask students to 

look at the pamphlets provided and decide if and how they differ from the format suggested in the 

handout.   

Before students begin to develop their own pamphlets, it may also be worth discussing whether the 

writers of the various pamphlets have tried to ‘push’ an idea and, if so, how they have done this. This 

raises the question of the purpose of the writer and their objectivity.  

Students now need to develop and write their own pamphlets.  Activity sheet 2: Producing a pamphlet 

– a step by step guide provides some guidelines for students. Go through the handout with students 

before they begin to develop their pamphlets. 

Where possible, students should use a computer with suitable software to design and produce their 

pamphlet. 

After planning the content, students should draft the text and roughly lay it out to gain an idea of how 

much text is required. Some students may have collected a broad range of information in their 

research and may need to narrow the purpose so their pamphlet has a clear focus.   

When the text has been redrafted, consideration should be given to graphics and layout.  

When the pamphlets have been finalised and copies printed, they can be used with the target 

audience – students about to go on work experience. 
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Ask the students if they thought their pamphlet was effective in getting across the message and how 

they could have better got across the message. 

You may also like to ask the students to develop a survey for the students who have used their 

pamphlets to gain their reaction to the pamphlets and how useful they were. 

 Extension activities 

Using the material presented in the pamphlet, students prepare a research report. 

Students give an oral presentation using the material presented in the pamphlet. 

 Student roles and responsibilities in relation to the activity 

Contribute to class discussions. 

Ask for assistance when required. 

Develop and write a pamphlet. 

Take on a role and show responsibility consistent with the level of VCAL they are undertaking. 

 Level of teacher support 

Facilitate discussion about pamphlets.  

Provide encouragement. 

Provide examples of information pamphlets. 

Provide assistance when requested. 

Provide support appropriate to the level of VCAL the students are working at. 

 Assessment 

This is a learning activity. This activity could be used to support the learning outcomes as indicated in 

the table on page 2. 

To use it as an assessment task you would need to collect evidence such as a draft of the pamphlet 

with edits and the final version of the pamphlet. 

If the activity is to be used as an assessment task, teachers should check the relevant curriculum 

document, e.g. the VCAL Curriculum Planning Guides, to ensure all the elements are covered and the 

activity is consistent with the unit purpose statement. 

Students working at a Senior level would be expected to work more autonomously on the activities. 
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 About (some) pamphlets 

Pamphlets are, generally, produced to: 

 persuade the reader (to buy something, to vote for someone, to do something) 

 inform the reader. 

Whether pamphlets are designed to persuade or inform, they have some common features.  

This mock up of the pamphlet, Stay work safe, provides information about some common 

features of pamphlets. 

 

Outside panels 

 

  

 

 

 

Are you a young worker? 

You’re more likely to get 

injured at work and 

hospitalized than any other 

age group. 

What can you do: 

 Ask 

 Speak up 

 Report your concerns 

 XXX  

  

 

 

 

 

What’s your reason for 

staying safe? 

 

 

 

 

 

 

Want to know more? 

Contact: Organisation 

name 

Address: 

 

 

Ph:  

Email:  

Website: 

 

 

 

 

 

Stay work safe 

 

 

 

Tips for young workers 

 

 

Panel that folds in Middle outside or back 
panel 

Front panel 

Activity 

sheet 3 

Heading 

which 

clearly 

lets the 

reader 

know 

what the 

pamphlet 

is about. 

Safe Way 

Organisation’s 

logo 

The middle back or 

outside panel often 

has contact details 

of where to find 

more information 

and/or who 

produced the 

pamphlet. 

Summary of the main 

points and a 

recommendation or 

conclusion 

Graphic which relates to 

the content and 

captures the reader’s 

attention.  Sometimes, 

blocks of colour are 

used instead of graphics 

Activity 

sheet 1 
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Inside panels 

 

 

 

 

 

 

 

 

Young Victorian 

workers between the 

ages of 15 and 24 are 

more likely to be 

injured at work and 

hospitalised than any 

other age group.  

 

Young men are more 

likely to be injured than 

young women. 

 

 

 

 

 

 

Causes of OHS incidents   

 XXX 

 XXX  

 

Common hazards and 

risks 

 XXX 

 XXX  

 

“Young men take too many 

risks – it’s like they think 

nothing can hurt them”  

Workplace safety inspector 

Nhu Tran. 

Who’s responsible for 
workplace health and 
safety? 

You: 

 XXX 

 XXX  

 

Your employer: 

 XXX 

 XXX  

Left hand panel Middle inside panel Right hand panel 

 

 

 

 

 

Graphics to support text 

and appeal to audience 

Use 

headings 

and dot 

points. 

General statement 

about the purpose of 

the pamphlet 

One or two 

points to 

support a 

general 

statement 

Questions 

are 

sometimes 

used as 

headings. 

Quotes from 

experts are 

often included. 

Language 

used is 

clear and 

precise. 
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 Producing a pamphlet – a step by step guide 

Pamphlets come in different sizes and have different purposes. This is a 

guide to help you produce a DL pamphlet. A DL pamphlet is an A4 piece of 

paper folded into 3 panels. This is a common size of pamphlets.  

Pamphlets, generally, don’t include a lot of information but the information has to be presented 

clearly and precisely. The layout needs to be attractive to 

make people want to pick it up and read it. 

To produce an effective pamphlet (one that contains all the 

relevant information and looks good) you need to think 

carefully about the pamphlet before you begin to write the 

text or lay it out. 

 

STEP 1 Purpose and 

audience 
Decide: 

 why you are producing a pamphlet – what message or information 

you want to get across to the reader (purpose) 

 who you are writing for (audience). 

What you write, how much you write, the types of graphics and layout you 

use will depend on why you are producing the pamphlet and who you are 

producing it for. 

STEP 2 Content Think about: 

 what information to include to appeal to the audience and to achieve 

the purpose 

 what information will go in each panel. Fold a piece of A4 paper into 

a pamphlet and write what will go in each panel. 

STEP 3 The look Think about what you would like the final pamphlet to look like.  

 Will you use photos, diagrams, drawings? 

 Will there be a lot of text in each panel or only a small amount? 

STEP 4 Draft the text Now draft the text for the pamphlet. 

 Use headings or questions so the reader can easily see what each 

section is about. 

 Don’t include too much information. A lot of writing will make the 

pamphlet less appealing but you need to make sure you include 

enough to make the pamphlet meaningful. 

 Use clear language. 

 Don’t worry too much about spelling and punctuation while you are 

writing the draft.  You can fix these later. 

 You may find that you have collected too much information and you 

may need to narrow the purpose so the pamphlet has a clear focus.   

Activity 

sheet 2 

Activity 

sheet 2 
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STEP 5 

 

Edit text Now edit the text.  You will need to edit it again when you have finished the 

layout, but it will save you time if you can get the text right at this stage – or 

nearly right. 

STEP 6 

 

Layout Now’s the time to do the design and layout of the pamphlet. 

You can use MS Word
®
 to layout the pamphlet, but it is easier to use and 

move graphics in desktop publishing packages. See which ones you can get 

access to. Some common ones are Adobe Pagemaker
®
 or InDesign

®
, and 

MS Publisher
®
. 

You will need to consider how to use graphics, colour, space and fonts in 

your design. 

What graphics will appeal to the audience and support the purpose of the 

pamphlet? 

 Will you use photos?  Where will you get them from? 

 Would it be better to use a cartoon or line drawing?  Who will do 

them? 

 Will you include tables, diagrams or graphs?  Where will you get 

these from? 

Should colour be used? 

 Is there a budget for colour printing? (always an important point) 

 Will colours appeal to the audience?  Which ones? 

 Does the information lend itself to the use of colour? 

 Which colours are appropriate for the content? 

Should space (white space) be left around the text and graphics? 

 What will make the text and graphics stand out more? 

 Does the audience like the use of white space? 

What fonts will help get the message of your pamphlet across? 

 Which font and font sizes will you use for the headings and the body 

of the text? 

 Will you use humorous and quirky fonts or more serious and plain 

ones? 

 Would bolding or italicising a font make important sections of the 

text stand out?  

STEP 7 A final check Now that you have laid out the pamphlet, you will probably need to do a final 

edit of the text to: 

 check the text and the graphics support each other 

 there isn’t too much text (or too little text) 

 you are saying what you want – that it meets your purpose 

 that you have said it in a way that will appeal to the target audience. 

STEP 8 Publishing Now that you have finished the pamphlet, talk to your teacher about how 

you will print and distribute the pamphlet. 

 


