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ASSESSMENT FOR BSBWHS403

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	CB Energy

	Workgroup
	URD Electrical



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Electrical Supervisor/ Auditor

	Roles, duties, rights and responsibilities regarding consultation and participation

	Consult on WHS issues – allow/provide access to the HSR’s to information regarding health and safety issues and matters. 
Provide HSR with resources facilities and assistance 
Direct a worker to cease work if I have a reasonable concern that to complete the work would expose the worker to a serious health and safety risk.
Workers be given a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision-making process.
The views of the workers are taken into account by the PCBU
Workers are advised of the outcome of the consultation in a timely manner

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice
AS/NZS3000
CBE policies and procedures. 


	Communication method and timeframe

	Site/ Toolbox talks.
Weekly management meeting
Weekly site project meeting- Email updates when required.




	Name of Individual/Party 1

	Tim Clark - Director

	Roles, duties, rights and responsibilities regarding consultation and participation

	PCBU – Has an obligation to provide for consultation and participation process. 
Provide relevant information with workers
Should also facilitate:
Workers be given a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision-making process.
The views of the workers are taken into account by the PCBU
Workers are advised of the outcome of the consultation in a timely manner
· allow/provide access to the HSR’s to information regarding health and safety issues and matters. 
· Provide HSR with resources facilities and assistance 


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice
AS/NZS3000
CBE policies and procedures. 


	Communication method and timeframe

	Weekly management meeting
Weekly site project meeting- Email updates when required.




	Name of Individual/Party 2

	Josh Grant - Worker

	Roles, duties, rights and responsibilities regarding consultation and participation

	Participate in meetings and communicate any health and safety issues/ matters on site. 

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice
AS/NZS3000
CBE policies and procedures. 


	Communication method and timeframe

	Tool box talks/ prestart – each morning
Email updates when received.
Weekly site project meetings.




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	Weekly consultation with management and directors to discuss issues and resolutions to issues. Meeting minutes are taken and notes and provided on issues to be followed up with time frame and persons attached to actionable items.

	Your involvement in set up and running of process

	Contribution of ideas and implementation of any process that are not being effectively followed or new ones to be introduced. Provide additional information to stakeholders and other managers regarding WHS issues  

	How you communicate with individuals and parties about process

	Face to face in meetings and any outcomes from meetings that are required to be communicated further are sent through email or in toolbox talks on site.

	How you support participation of individuals and parties in process

	Individuals and parties are invited to attend and then asked their opinions or views on issues to assist in the process.  




	Name of process 1

	Tool box/ prestart meetings

	Describe process

	Tool box meeting at the beginning of the work day, on site. This is done with all workers/ sub contactors and visitors to site to ensure all information is communicated effectively.

	Your involvement in set up and running of process

	Tool box procedures/ documentation are set up regarding specific issues prior to being sent to site.

	How you communicate with individuals and parties about process

	Toolbox documents are sent to all sites and all parties are encouraged to approach management regarding any issues. 

	How you support participation of individuals and parties in process

	All individuals on site are to be present for the tool box and then sign off on the document once they have understood the issues discussed.




	Name of process 2

	Newsletter

	Describe process

	Weekly WHS newsletter to be sent out to all workers/ management and staff regarding any and all  issues. 

	Your involvement in set up and running of process

	I publish the WHS newsletter and gather all information to be included into it.

	How you communicate with individuals and parties about process

	This newsletter is sent to all parties in the company via email and posted on various spots in the office for it to be read. 

	How you support participation of individuals and parties in process

	This newsletter is sent to all parties in the company via email and posted on various spots in the office for it to be read.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Time Clark

	Required for effective involvement in consultation and participation 

	As director of the company his involvement ensure any of new policies/ procedures and documents will be able to implemented across the company effectively and funded to ensure their success 

	Training that may be provided to assist

	Consultation with him regarding WHS legislation and his obligations to be met

	Your involvement in delivery of training

	Face to Face delivery of this information in weekly management meetings, follow by email communication to ensure the information is retained. 




	Name of Individual/Party 2

	Josh Grant

	Required for effective involvement in consultation and participation 

	Effective involvement from workers ensure that WHS issues are captured that may alternatively get missed by management. Therefore ensure a safer workplace. 

	Training that may be provided to assist

	Additional on-site meetings face to face to address issues that may arise, as well as consultation with the works to ensure they are aware of their rights and responsibilities. WHS training for the workers would greatly enhance their ability to identify problems

	Your involvement in delivery of training

	Consultation with the workers could be done face to face and then additional training would be provided through a registered RTO.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Literacy skills/ Language

	Measure to remove barrier

	Onsite talks and consultation to ensure issues are raised effectively and not simply through a written email or notice.  

	Contribution to development of measure

	This measure is developed by having additional tool box talks, specifically individually to allow workers with literacy skills to come forward in a safe manner.

	Contribution to implementation of measure

	This measure is implemented weekly in the form of additional on-site visit with specific employees to allow this information to be accessed. Also these on-site visits can allow for the other workers to approach myself if they have literacy issues also. Additional training was required for some workers to ensure they could access this information/ technology.

	Contribution to evaluation of measure

	After toolbox meetings or management meetings it is discussed if everyone is happy with the information and for anyone to talk individually if they are not. This allows anyone to come forward to shows the implementation of this measure to be successful




	Describe barrier 2

	Geography

	Measure to remove barrier

	Electronic communications such as face time/ emails.

	Contribution to development of measure

	Discussions with management in meetings have identified the issue, and the solution of an Ipad with electronic meetings was identified. 

	Contribution to implementation of measure

	IPads have been set up with all leading hands, as well as Zoom Meetings/ And face time set up on these devices to allow for meetings/consults to take place.

	Contribution to evaluation of measure

	The employees were asked for their opinion of this measure to see if it effectively meets their requirements to minimalise this barrier.




	Describe barrier 3

	Night shift/ timing

	Measure to remove barrier

	Electronic documents and emails regarding issues are sent and set up for employees on night shift

	Contribution to development of measure

	Issue was identified via employees not receiving information. The idea was then raised to have a email and a newsletter to allow them access to the information.

	Contribution to implementation of measure

	Newsletters and emails were written and sent to individuals that were known to be on night shift works.

	Contribution to evaluation of measure

	These individuals were then consulted on the information they have received and I received positive feedback on it. 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	Team meetings
☒ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☒ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☐ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☐ 	Workplace culture related to WHS
☒ 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

[bookmark: _GoBack]You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☐

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☐

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☐

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☐

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☐

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☐

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☐

	Name of observer
	

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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