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[bookmark: _Toc419713954]Assessment – BSBWHS302 Apply knowledge of WHS legislation in the workplace
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBWHS302 Apply knowledge of WHS legislation in the workplace.
Name: 		___Gemma Martin	           ____________________________________
Address:	____28-30 Whitaker Road, Cedar Grove        _________________________
		_____________________________________________________________
Email:		___gemevem@hotmail.com  ____________________________________
Employer:	__RHM Building Innovations______________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc419713955]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT  (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer/Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
[bookmark: _Toc360624850][bookmark: _Toc419713956]
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
The learners will need to demonstrate they can:
1. Determine the legal framework for WHS in the workplace
2. Contribute to activity that reflects WHS legislative requirements
3. Keep up-to-date with legislation and relevant publications
The learners will also need to show the following skills:
Learning
Reading
Writing
Oral communication
Navigate the world of work
Interact with others 
Get the work done
[bookmark: _Toc419713957]Activities
[bookmark: _Toc419713958]Activity 1.1.1
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify and access current WHS legislation and related documentation relevant to the workplace, occupation and industry.

	Activity



	Who is the regulator for your State/Territory?

Worksafe Queensland   www.worksafe.qld.gov.au
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Activity 1.2.1 - 1.2.2
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to apply knowledge of the relationship between WHS Acts, regulations and codes of practice to assist in identifying WHS legislative requirements in the workplace.

	Activity
	List the legislation/regulations/codes of practice that the regulator/s that you identified in Learning 1.1 ensures that you maintain?

All workers are protected under the Work Health & Safety Act 2011.

Consultation with workers involved in all works must be consulted & encouraged to participate in the ongoing reviews/improvements of safety for themselves & other workers

A business must show due diligence in relation to WHS matters at all times.

Below is a list of some of the codes of practice that relates to the business that I am employed in.

Steel Construction
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0003/58197/steel-construction-cop-2004.pdf

Welding processes
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0019/58204/welding-processes-cop-2013.pdf

First Aid in the workplace
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0004/58162/First-aid-in-the-workplace-COP-2014.pdf

Hazardous Manual tasks
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0008/58166/Hazardous-manual-tasks-COP-2011.pdf

What is the relationship between regulations, acts, codes of practice and an organisations policies and procedures?

The Act is the actual legal requirement, the law.
The Regulations are a slightly less formal look at the law (ACT) & it contains a detailed description of each of the areas contained in the ACT.
The Code of Practice is more of a guideline to achieving the standard required within the workplace.
The above information would be utilised to develop Safe Work Methods, policies & procedures within the business.
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Activity 1.3.1 - 1.3.4
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify duty holders.

	Activity
	What is reasonably practicable? Give an example in your answer.
 

A duty to ensure Health and Safety that in the performance of their work, they assess:
· The chance of Hazard or Risk happening
· Level of Harm
· Amount of information that may be required in regard to risk
· Whether there are suitable ways to minimise the risk with what resources are available  



Write the meaning of person conducting a business and undertaking in your own words. Give two examples of businesses or undertakings.

Person conducting a business or undertaking is known as (PCBU)
This can be alone or with others & does not necessarily need to be attached to a business for profit.

The PCBU is the person responsible for making decisions that affect others in some way.

An example would be a director of a construction company even if they are involved with the workers out in the field would still be classed a PCBU in most circumstances as would a site foreman in the same business if they make decisions & are responsible for the team/worksite or an elected safety person.

Who are not persons conducting a business or undertaking?

General workers that are not responsible for any decision making.

What sections of the WHS outlines the duties of workers and officers?

https://www.worksafe.qld.gov.au/laws-and-compliance/workplace-health-and-safety-laws/duties

Laws and Compliance – Workplace health and safety laws – duties
See above for link.







[bookmark: _Toc419713961]Activity 1.4.1 - 1.4.3
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify legal obligations and duties for who to consult with regarding training of workers and health and safety representatives. 

	Activity
	Those who conduct business will have responsibilities if they do what?

They are required to show due diligence if they are known as a decision maker (PCBU) in the workers daily tasks.

When you resolve a hazard, what considerations may you need to be aware of?

You will need to consider those involved in a hazard situation and follow the guidelines of the appropriate code of practice for the given tasks.

Explain what your requirements are under the Work Health and Safety Consultation, Cooperation and Coordination Code of Practice in regards to Consultation, Cooperation, Coordination and training. Discuss briefly in your own words

This refers to policies being put in place after the workers have been consulted and have participated in the agreed outcomes for a safe work method.  It should be a mutual and agreed decision before being enforced. Workers should be engaged in planning and required training.

What is the importance of your interpersonal and communication skills in performing consultation?

Interpersonal and communication skills helps allow the appropriate communication conveyed between all Stakeholders in a way they can comfortably understand. 

Use this space to write a simple report on your teams skills and whether they require training, mentoring and coaching

	WHS TRAINING ASSESSMENT – AS AT 31ST MARCH 2019

	NAME
	TASK
	DESCRIPTION
	SATISFACTORY

	James
	WH
	Working at heights
	Y

	James
	SD
	Working with Silica Dust
	N

	James
	EWP
	Elevated Work Platform
	Y

	Paul
	WH
	Working at heights
	Y

	Paul
	SD
	Working with Silica Dust
	N

	Paul
	EWP
	Elevated Work Platform
	Y

	Shane
	WH
	Working at heights
	Y

	Shane
	SD
	Working with Silica Dust
	N

	Shane
	EWP
	Elevated Work Platform
	Y



Y – Satisfactory Knowledge
N – Requires further training

The above report shows that the listed staff are currently up to date with Working at heights training & Working with Elevated Work Platforms.  No further training is required at this stage & is to be reviewed on the 30/6/19.
Action required – James, Paul & Shane are required to have immediate training in Working with Silica dust.  As this is a high risk activity this training is to be completed by the 14/4/19 without exception.

Further, it is advised that the training for Silica Dust work should be carried out quarterly as new information on this type of work is advanced from Work Safe authorities.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify consequences of non-compliance with WHS Acts, regulations, codes of practice, standards and organisational WHS policies, procedures, processes and systems.

	Activity
	In your own words, explain the three Categories that apply if you do not follow your duty of care under the WHS/WHS Act.


Failure to comply with duty of care under WHS act falls under 3 categories;
Category 1: Reckless Conduct, where the duty holder recklessly endangers a person of death or serious injury. 
Category 2: Failure to comply with Health and Safety Duty, where you have a health and safety duty and the person is exposed to the risk of death, injury or illness. 
Category 3: Failure to comply with Health and Safety – when you have a health and safety duty and fail to comply. 
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to contribute to monitoring compliance with legislation.

	Activity
	What can you monitor in compliance with WHS/WHS Legislation?

The minimum standard for the staff in the workplace – the objective being for all staff to return home safely everyday. 


What will monitoring assist you in? Give at least one example.

Monitoring assists with maintaining at least the minimum standard for the workplace but can help find where things can improve. Example – Staff training
Is staff training up to date with all new procedures? Are they up to date with current procedures? 


Give an example of when you would perform a gap analysis.

When there is a change in normal work flow due to such things as workplace incidents or new equipment.


So what should you do?

Discuss with stakeholders the impact of change to the normal work flow, a workplace consultation between the appropriate people. 
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to contribute to ensuring that workplace complies with legislation.

	Activity
	As a leader what are your requirements in regards to ensuring that your workgroup can participate in the consultation of hazards or risks in their work are.

Make sure information is shared with workers
Give workers a chance to share and express their views and opinions
Take others views into consideration
Outcomes are discussed
All consultations are documented
Health and Safety Reps are included in discussions
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify and take appropriate action on non‑compliance with legislation.

	Activity
	What is the problem with non-compliance? 

Non-compliance behaviour can lead to/cause health and safety risks and jeopardising the professionalism of the organisation. 


What questions could you ask appropriate personnel if compliance does not exist?

What do you understand about the WHS/WHS laws?
Did you understand your training? If you did not understand the training, what part did you not understand? Why?




What can you do if workers are not comply to the consultation process?

Offer appropriate training so they have an understand to why they are required to participate. 
In the instance of a refusal to participate, an official warning would be given.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to recognise limits of own expertise and legal duties, and access help and advice when required.

	Activity
	List four sources of expertise that you may need to access (either internal or externally) in your workplace. Explain why you need to access them and what their roles are.


WHS Adviser – We would have WHS adviser in to do a thorough look through our processes and help us keep up to date. 

Benchmarking other businesses – Keeping up to date to see if we are matching or bettering what they do. 

Management – requirements/needs for the business

Workcover – They provide the legislative requirements.







When you refer to a website which you are researching for information, what do you need to consider?

Is that information correct and up to date? 
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use relevant sources to keep up-to-date with legislation and relevant publications and communicate information on relevant legislative changes and relevant publications to others.

	Activity
	Why is it important to make sure that information is current when you research a risk? Who are reliable sources of information?

It’s important to be able to keep up to date, otherwise there are more chances of making uninformed decisions that can lead to more problems. 
Government websites and Industry are reliable sources of information. 






Is it a legislative requirement to keep the consultation process documented? Why?

No, it is not a legislative requirement to keep the consultation process documented but it is recommended to demonstrate the organisation is complying with their consultation needs. 
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Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Learning
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others 
· Get the work done
· Explain the WHS legislative duties of self and others including limits on own expertise
· Outline the key organisational WHS policies, procedures, processes and systems
· Outline the key requirements in relevant commonwealth and state or territory WHS Acts, regulations, codes of practice, standards and guidance material, and other relevant publications
· Identify obligations and duties for consultation and who must be consulted
· Identify people who could be accessed for help
· Identify the consequences of non-compliance
· Explain ways to get information about compliance with legislation.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Assess your contributions to WHS meetings. What skills and knowledge do you require in order to make effective contributions?
An adequate understanding of procedures and processes within the organisation and your rights as a worker.  

2. Access the computer and search for relevant documents to download. Make a note of how to find legislative duties, organisational WHS policies, procedures, processes and systems and other relevant publications such as WHS Acts, regulations and codes. 
Accessing Worksafe Qld website www.worksafe.qld.gov.au  is a great way to access and find relevant documents. 

3. Pick three documents and write a brief synopsis of each in your own words. 
The document ‘How to manage workplace health and safety risks’ found on Worksafe Queenslands website covers who has the responsibility to manage the risks, what is involved in managing the risks – How to Identify Hazards, Assess risks and Control/Manage the risks. 

The document “Managing risks of Hazardous chemicals in the workplace” found in Codes of practice on the Worksafe Qld website walks through Identifying hazards, Assessing and controlling risks, Monitoring the after and preparing for emergencies.   

The document “Managing the risk of falls in the workplace” found in codes of practice on the Worksafe Qld website runs through how to identify, assess and control the risks of falls – including prevention and emergency procedures in the case of falls.  
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	Estimated Time
	1 - 2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your trainer will let you know whether you will complete it during class or in your own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Determine the legal framework for WHS in the workplace
2. Contribute to activity that reflects WHS legislative requirements
3. Keep up-to-date with legislation and relevant publications

Individually, complete the following and present it as a portfolio;
For this activity, you are a team leader who has to consult with their workgroup (Within your legislative and regulative requirements and any code of practice) in regards to a WHS Issue. You can either use an issue that you are aware of in your workplace or consult with your trainer about a WHS issue.
Outline the issue and complete the following tasks. Make sure that you clearly demonstrate an understanding of your legislative, regulative and code of practice requirements by using this example to meet your organisational requirements.
You need to:
1. Consistently refer to current WHS/WHS legislation, codes, standards, policies and procedures (that are impacting on your environment)
2. Identify yours and your workers duty of care in relation to this activity
3. Identify your legal requirements in regards to consultation and training. Consider your issue and the skills of your worker and make recommendations on how you can ensure that they have the appropriate skills and knowledge.
4. Explain the consequences if you do not comply with your duty to train. (Make sure that you choose the appropriate category for this activity)
5. Explain how you and your workgroup can contribute to making sure work is done in a safe manner and what can happen if you do not comply with your legislative and regulative requirements
6. Explain what may happen if you make decisions outside your expertise
7. What is the importance of maintaining current records? Why would you update and communicate this information to your workgroup as required?
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