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Introductory Message 
To the facilitator: 

Welcome to the T.L.E. – Wellness Massage Grade 10 Self-Learning Module (SLM) on 

the Workplace Policies and Procedures! 

This module was collaboratively designed, developed and reviewed by educators both 

from public and private institutions to assist you, the teacher or facilitator in helping 

the learners meet the standards set by the K to 12 Curriculum while overcoming 

their personal, social, and economic constraints in schooling.  

This learning resource hopes to engage the learners into guided and independent 

learning activities at their own pace and time. Furthermore, this also aims to help 

learners acquire the needed 21st century skills while taking into consideration their 

needs and circumstances. 

In addition to the material in the main text, you will also see this box in the body of 

the module: 

 

 

 

 

 

 

As a facilitator you are expected to orient the learners on how to use this module. 

You also need to keep track of the learners' progress while allowing them to manage 

their own learning. Furthermore, you are expected to encourage and assist the 

learners as they do the tasks included in the module.    

 

To the learner: 

Welcome to the T.L.E. – Wellness Massage Grade 10 Self-Learning Module (SLM) on 

the Workplace Policies and Procedures! 

The hand is one of the most symbolized parts of the human body. It is often used to 

depict skill, action and purpose. Through our hand we may learn, create and 

accomplish. Hence, the hand in this learning resource signifies that you as a learner 

is capable and empowered to successfully achieve the relevant competencies and 

skills at your own pace and time. Your academic success lies in your own hands! 

This module was designed to provide you with fun and meaningful opportunities for 

guided and independent learning at your own pace and time. You will be enabled to 

process the contents of the learning resource while being an active learner. 

 

Notes to the Teacher 

This contains helpful tips or strategies that 

will help you in guiding the learners. 
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This module has the following parts and corresponding icons: 

 
What I Need to Know  

 

This will give you an idea of the skills or 

competencies you are expected to learn in the 

module.  

 
What I Know  

 

This part includes an activity that aims to 

check what you already know about the 

lesson to take. If you get all the answers 

correct (100%), you may decide to skip this 

module.  

 
What’s In 

 

This is a brief drill or review to help you link 

the current lesson with the previous one. 

 
What’s New 

 

In this portion, the new lesson will be 

introduced to you in various ways such as a 

story, a song, a poem, a problem opener, an 

activity or a situation. 

 
What is It 

 

This section provides a brief discussion of the 

lesson. This aims to help you discover and 

understand new concepts and skills. 

 
What’s More 

 

This comprises activities for independent 

practice to solidify your understanding and 

skills of the topic. You may check the 

answers to the exercises using the Answer 

Key at the end of the module. 

 

What I Have Learned 
 

This includes questions or blank 

sentences/paragraphs to be filled in to 

process what you learned from the lesson. 

 
What I Can Do 

 

This section provides an activity which will 

help you transfer your new knowledge or skill 

into real life situations or concerns. 

 
Assessment 

 

This is a task which aims to evaluate your 

level of mastery in achieving the learning 

competency.  

 
Additional Activities 

 

In this portion, another activity will be given 

to you to enrich your knowledge or skill of the 

lesson learned. This also tends retention of 

learned concepts. 

 
Answer Key 

 

This contains answers to all activities in the 

module. 

 

At the end of this module you will also find: 
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The following are some reminders in using this module: 

1. Use the module with care. Do not put unnecessary mark/s on any part of the 

module. Use a separate sheet of paper in answering the exercises. 

2. Don’t forget to answer What I Know before moving on to the other activities 

included in the module. 

3. Read the instructions carefully before doing each task. 

4. Observe honesty and integrity in doing the tasks and checking your answers.  

5. Finish the task at hand before proceeding to the next. 

6. Return this module to your teacher/facilitator once you are through with it. 

If you encounter any difficulty in answering the tasks in this module, do not 

hesitate to consult your teacher or facilitator. Always bear in mind that you are 

not alone. 

We hope that through this material, you will experience meaningful learning and 

gain deep understanding of the relevant competencies. You can do it! 

 

 

What I Need to Know 

  

Health and safety is about preventing any person sustaining injury, being 

harmed in any way or becoming ill at work. It involves following correct, safe 

procedures and taking every possible precaution to protect everyone in the 

workplace.  

Health and safety laws and regulations apply to everyone whether they are 

employers, managers, employees, self-employed, full- or part-time, paid or unpaid 

workers. Health and safety issues refer to hazards and risks in the workplace and 

how to eliminate them.  In this module, you will improve your learning on the 

importance of implementing and complying workplace policies and procedures. 

This module is aimed for you to: 

1. Enumerate workplace policies and procedures;  

2. Discuss some workplace policies and procedures; 

3. Explain the importance of implementing and complying workplace policies 

and procedures; and 

4. Create your own workplace policies and procedures. 

References This is a list of all sources used in developing 

this module. 
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What I Know 

 

Pre-test 

Directions: As an assessment of your prior knowledge about workplace policies and 

procedures, enumerate at least five (5) policies and procedures in a massage 

workplace.[U1] 

1. ___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

_____________________________________________________________________ 

 
2. ___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________ 
 

 

3. ___________________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 

 

4. ___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

_____________________________________________________________________ 
 

5. ___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________ 
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Lesson 

8 
Workplace Policies and 

Procedures 

 

 

What’s In 

 

Activity 1: Complete Me 

Directions: To assess your understanding on the past lessons learned, complete the 

following sentences by filling in the blanks with phrases that show your 

understanding on the topic. 

1. Client’s need assessment is conducted to __________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 
2. The persons involved in the client’s need assessment are ___________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 
 

3. One of the importance of assessing client’s need is _________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

4. The conduct of client’s need assessment is helpful in _______________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

5. If there is no client’s need assessment done, _______________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 
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What’s New 

Activity 2: Modified True or False 

Directions: Examine the following sentences that talk about workplace policies and 

procedures. Draw a star          if you find it true on the space provided before the 

number. If it is incorrect, write a letter ‘O’ on the space before the number and write 

the correct sentence on the blank provided below the sentence.  

 

__________ 1. Maintain the highest standards of personal and salon hygiene.  

  _________________________________________________________________ 

 

__________ 2. If you are unable to, or unsure of how to deal quickly with a hazard,  

                    then you must report the situation to someone else immediately.  

                    Seek advice from a supervisor or someone qualified to deal with the  

                    situation. 

  _________________________________________________________________  

 

__________ 3. Follow the correct technique for all treatments, understand the  

                      effects, and ignore contra-indications and contra-actions.   

_______________________________________________________________ 

 
__________ 4. Be alert to any hazard that may pose a risk to you or to others and  

                     promptly take the appropriate action to improve the risk.  

_______________________________________________________________ 
 

__________ 5. Keep a record of client and report any problems that you have  

                      identified and cured.  

_______________________________________________________________ 
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What is It 

Activity 3: Reading Time 

Directions: Read and understand the text on the next page as a preparation for the 

following activities. 

 

Republic Act 8423 

TRADITIONAL & ALTERNATIVE MEDICINE ACT OF 1997 

An act creating the Philippine Institute of Traditional and Alternative Health 

Care (PITAHC) to accelerate the development of traditional and alternative health 

care in the Philippines, providing for a Traditional and Alternative Health Care 

Development fund and for other purposes   

Section 3b : To promote and advocate the use of traditional, alternative, 

preventive, and curative health care modalities that have been proven safe, effective, 

cost effective and consistent with government standards on medical practice.   

Section 3c: To develop and coordinate skills training courses for various forms 

of traditional and alternative health care modalities.    

 

Health and Safety at Work Act 1974 

This is the main legislation covering health and safety in the workplace; other 

safety regulations and codes of practice come under this main Act. This Act states 

that employers/managers have a legal duty to ensure, so far as is reasonably 

practicable, the health, safety and welfare of all persons at work, i.e. all employees 

and other persons on the premises, such as contractors and clients. The Health and 

Safety Executive provides information and publications on all aspects of Health and 

safety regulations, implementing directives from the European Commission that 

used to be known as the six packs. These cover a wide range of health, safety and 

welfare issues. 

Those relevant to the therapist are dealt with in this text. The Act of 1974 and 

the new regulations mean that employers must, by law, provide a safe working 

environment for all members of the workforce, including those with disabilities and 

other persons using their premises. 

 

The Therapist’s Role in Maintaining Health and Safety in their Place of Work 

The employer/manager is responsible for the management and control of 

health, safety and welfare issues, which will ensure a safe environment for all 

persons working in or attending the salon/clinic. However, all therapists at work also 

have a duty under the Act. 
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Employees are required to:   

 Take reasonable care to avoid harm to them or to others by their behavior or 

working practices cooperate with and help employers/managers to meet the 

statutory requirements refrain from misusing or interfering with anything 

provided to protect the health, safety and welfare of all persons as required by 

the Act.   

 To comply with these requirements you must: not put yourself or others at 

risk by your actions abide by salon rules and regulations know who is 

responsible for what in the salon and to whom you should report problems 

always adopt good working practices and follow correct procedures.   

 Be alert to any hazard that may pose a risk to you or to others and promptly 

take the appropriate action to minimize or eliminate the risk.    

 If you are unable to, or unsure of how to deal quickly with a hazard, then you 

must report the situation to someone else immediately. Seek advice from a 

supervisor or someone qualified to deal with the situation.   

 Be competent in selecting appropriate treatments and in administering them 

correctly and safely to the clients. 

 Follow the correct technique for all treatments, understand the effects, and be 

alert to contra-indications and contra-actions.   

 Adopt high professional standards of dress and appearance.   

 Maintain the highest standards of personal and salon hygiene.   

 Report faulty equipment to the person responsible for dealing with these 

issues    

 Do not ignore any hazard or risk; make sure that corrective action is taken.  

 Keep a record of client and report any problems that you have identified and 

cured.   

 Inform your supervisor and colleagues and be prepared to discuss issues of 

health and safety with all other workers, as shared knowledge makes for a 

safer working environment.    

 

 

 

 

 

 

 

 

What’s More 
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Activity 4: Complete the Sentence 

Directions: Complete the following sentences based on what you have understood 

from the text that you have read. 

1. Traditional and Alternative Medicine Act of 1997 and Health and Safety at 

Work Act 1974 have a main purpose of 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 
2. While the employer or manager is responsible for the management and 

control of health, safety and welfare issues, the therapist’s major role is to 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

3. Workplace policies and procedures must be implemented to 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 
4. The persons who are required to comply with the workplace policies and 

procedures are ____________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

5. The implementation and compliance of workplace policies and procedures 
can benefit ________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 
 

 

 

 

What I Have Learned 
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Activity 5: ‘Believe Me’ 

Directions: Assume that you need to encourage other massage therapists to strictly 

comply with the workplace policies and procedures being implemented. How will you 

encourage them? Write your script inside the speech bubble below 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What I Can Do 

Activity 6: ‘Create It to Implement It’ 

Directions: Create your own workplace policies and procedures that you want to 

implement in your future massage clinic. List at least five (5) of them with a brief 

explanation why you want them to be implemented. 
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WORKPLACE POLICY & PROCEDURE # 1 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

BRIEF EXPLANATION: 

_______________________________________________________________________________

_______________________________________________________________________________ 

WORKPLACE POLICY & PROCEDURE # 2 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

BRIEF EXPLANATION: 

_______________________________________________________________________________

_______________________________________________________________________________ 

WORKPLACE POLICY & PROCEDURE # 3 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

BRIEF EXPLANATION: 

_______________________________________________________________________________

_______________________________________________________________________________ 

WORKPLACE POLICY & PROCEDURE # 4 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

BRIEF EXPLANATION: 

______________________________________________________________________________

______________________________________________________________________________ 
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Assessment 

Directions: Since you already have a concrete knowledge on the workplace policies 

and procedures, it’s time for you to show how you appreciate its importance by 

writing a brief explanation inside the explosion figure on the next page. Be guided 

with the rubric that follows. 

 

 

WORKPLACE POLICY & PROCEDURE # 5 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

BRIEF EXPLANATION: 

______________________________________________________________________________

______________________________________________________________________________ 
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Assessment Rubric for Written Discussion 

 EXCELLENT GOOD POOR 

CONTENT 

KNOWLEDGE 

Shows a full 

understanding of 

the topic. 

Shows a good 

understanding of 

parts of the topic. 

Does not seem to 

understand the 

topic well. 

ORGANIZATION 

OF IDEAS 

Presents all ideas 

in an organized 

way. 

Presents some of 

the ideas in an 

organized way. 

Does not present 

ideas in an 

organized way. 
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GRAMMAR & 

SPELLING 

Sentences are 

well-constructed, 

with standard 

spelling and 

grammar (not the 

kinds of 

abbreviations 

used while texting) 

Most sentences 

are well-

constructed, with 

standard spelling 

and grammar 

(not the kinds of 

abbreviations 

used while 

texting) 

Sentences have 

significant 

grammar or 

spelling errors 

and/or non-

standard 

English. 

 

Additional Activities 

  
Activity 6: Post It! 

Directions: Let us assume that you can already post the workplace policies and 

procedures that you have created. You have to create a mini-poster of the workplace 

policies and procedures that you want to implement in your massage clinic. Do it 

inside the box below. 

 

 

 

 

 

 

  

 

 

 

 
 

Answer Key 

 

 

 

 

Activity 1: Complete Me 

1.Client’s need assessment is conducted to know the reasons of the clients why they 

need a massage. 
2.The persons involved in the client’s need assessment are the massage therapist 

and the client. 

3.One of the importance of assessing client’s need is to promote health and safety/to 

improve the performance of the massage therapist/to get to know more about the 
client. 

4.The conduct of client’s need assessment is helpful in the whole massage session. 

5.If there is no client’s need assessment done, it may impose the client in danger. 
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References 
 

https://www.academia.edu/34705203/Lmwellnessmassageg10_151012103134_lv

a1_app 

 

 

Activity 2: Modified True or False 

1.  

2.  

3. O - Follow the correct technique for all treatments, understand the effects, and do not 

ignore/ pay attention to contra-indications and contra-actions.   

4. O - Be alert to any hazard that may pose a risk to you or to others and promptly take 

the appropriate action to reduce the risk.  

5.  

Activity 4: Complete the Sentence 

1.Traditional and Alternative Medicine Act of 1997 and Health and Safety at 

Work Act 1974 have a main purpose of accelerating the development of 

traditional and alternative health care in the Philippines. 

2.While the employer or manager is responsible for the management and 

control of health, safety and welfare issues, the therapist’s major role is to 

take reasonable care to avoid harm to them or to others by their behavior 

or working practices cooperate with and help employers/managers to meet 

the statutory requirements refrain from misusing or interfering with 

anything provided to protect the health, safety and welfare of all persons 

as required by the Act. (other answers are found on page 9-10.) 

3.Workplace policies and procedures must be implemented to promote 

health and safety for everyone. 

4.The persons who are required to comply with the workplace policies and 

procedures are the employers, employees, and the clients. 

5.The implementation and compliance of workplace policies and procedures 

can benefit everyone - the employers, employees, and the clients. 

https://www.academia.edu/34705203/Lmwellnessmassageg10_151012103134_lva1_app
https://www.academia.edu/34705203/Lmwellnessmassageg10_151012103134_lva1_app
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DISCLAIMER 

This Self-learning Module (SLM) was developed by DepEd SOCCSKSARGEN 

with the primary objective of preparing for and addressing the new normal. 

Contents of this module were based on DepEd’s Most Essential Learning 

Competencies (MELC). This is a supplementary material to be used by all 

learners of Region XII in all public schools beginning SY 2020-2021. The 

process of LR development was observed in the production of this module. 

This is version 1.0. We highly encourage feedback, comments, and 

recommendations.  

 

 

 

 

[U2] 

For inquiries or feedback, please write or call: 
 
Department of Education – SOCCSKSARGEN 
Learning Resource Management System (LRMS) 
 

Regional Center, Brgy. Carpenter Hill, City of Koronadal 
 

Telefax No.: (083) 2288825/ (083) 2281893 
 

Email Address: region12@deped.gov.ph 
 


