Workbook - BSBWHS404 Contribute to WHS hazard identification, risk assessment and risk control	

	Workbook - BSBWHS404 Contribute to WHS hazard identification, risk assessment and risk control

[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg]
BSBWHS404
Contribute to WHS hazard identification, risk assessment and risk control


Workbook - BSBWHS404 Contribute to WHS hazard identification, risk assessment and risk control	[image: CSTC_ Logo_No_Star.bmp]


 Copyright © 2020 CSTC Pty Ltd

All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 



CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 25
ASSESSMENT FOR BSBWHS404

	Student name
	Ryan King

	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. Identifying/assessing hazards and risks
	· Workbook response (below)

	2. Development, implementation and evaluation of risk control
	· Workbook response (below)

	3. Policies, procedures, processes and systems
	· Workbook response (below)

	4. Legislation, codes of practice and guidelines
	· Workbook response (below)





ACTIVITIES

For the following activities, name a workplace that you wish to examine. 

	Name of workplace
	Glass 360



	ACTIVITY 1 

	Identify two (2) hazards that may occur in your workplace. For each hazard identified, find information to explain:
a) The nature and scope of the hazard
b) The range of harms caused by the hazard and how they are caused 
c) The techniques, tools and processes used to identify each hazard 
· Select tools appropriate for the workplace and identify different tools for each hazard
· Describe how you contribute to applying these selected techniques, tools and processes and document the results
d) Determine the level of risk for the hazard within your workplace
e) How you advise others of this information in a way that address peoples’ range of abilities and backgrounds 
· Be sure to also consider the timeframes in which you should advise others
f) Risk controls that may be implemented to address the hazard and risk assessment results 
· Explain the timeframes in which these risk control options should be implemented.




	Name of Hazard 1

	Exposure to Excessive Noise

	Nature and scope of hazard 

	The nature of this hazard is that it can be hidden from the worker unless information has been given in regards to how much this hazard is affecting them and what steps they can take to address the problem because the health effects from this hazard can only be noticed after extended exposure. The scope of this hazard is large and widespread with between 28-32% of the Australian workforce is likely to work in an environment where they are exposed to loud noise. Noise related injuries are most common found on the manufacturing and construction industries. This is hazard effects almost all of the workplace at Glass 360 as there are multiple machine operating constantly that are producing large amount of noise.


Source of information (e.g. website address): 

SafeWork Australia Noise Overview - https://www.safeworkaustralia.gov.au/noise

National Standard for Occupational Noise – SafeWork Australia https://www.safeworkaustralia.gov.au/system/files/documents/1702/nationalstandardforoccupationalnoise_nohsc1007-2000_pdf.pdf

National Code of Practice for Noise Management and Protection of Hearing at Work – SafeWork Queensland - https://www.safeworkaustralia.gov.au/doc/national-code-practice-noise-management-and-protection-hearing-work-3rd-edition

	The range of harms caused and how they are caused

	The range of this harm caused by this hazard can be explained as anything over 85db of noise exposure over a 8 hour period will cause damage to your hearing. When the dB level is increase the exposure time before hearing damage can occur reduces(Section 2.2). Hazardous noise affects the functioning of the inner ear, which may cause temporary hearing loss with time away from noise hearing may be restored. With further exposure to additional hazardous noise the ear gradually lose its abilty to recover and hearing loss will become permanent. The causes of excessive noise are commonly found  in manufacturing and contruction workplace and in my workplace in particular the causes include airtables for moving glass, Glass polishing machines and the WaterJet.

Source of information (e.g. website address): 
National Code of Practice for Noise Management and Protection of Hearing at Work – SafeWork Queensland - https://www.safeworkaustralia.gov.au/doc/national-code-practice-noise-management-and-protection-hearing-work-3rd-edition

	Techniques, tools and processes to identify hazard

	The techniques, tools and processes to indentify excessive noise in the workplace would include a walk-through assessment of the workplace, observing worker performing their tasks, inspecting any plant in the workplace, contacting manufactures, suppliers and consulting with workers and health and safety specialist in this field. When identifying hazards consultation with workers is will be used to building upon their experience to assist in indentifying hazards and choosing practical and effective control measures(Section 2.1 Consultation, Cooperation, Coordination Code of Practice). Other steps to identifying hazards include refering to workplace inpections checklists to organise hazards found and work method statements for further research. A review of any tools and techniques to be done to make sure they will be effective in your workplace.

Noise Assessment can also be performed by a competent person with the process consisting of noise measurements recorded 10 to 20 centimetres from the workers ear over a period of time that would represent the period of time the worker would be exposed to the noise. This will give you a clear quantifiable idea of the hazard in the workplace.

Source of information (e.g. website address): 
Managing noise and preventing hearing loss at work Code of Practice - 
https://www.safeworkaustralia.gov.au/system/files/documents/1810/model-cop-managing-noise-and-preventing-hearing-loss-at-work.pdf

Work health and safety consultation, cooperation and coordination - Code of Practice 
How to manage work health and safety risks code of practice 2.1 How to find hazards 


	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: E


	How you advise others about hazards, harms and associated risk

	Advising others about hazards, harms and associated risk would first starts with acquiring and keeping up with all up to date knowledge of WHS relating to this risk, have a indepth understanding of the nature and operations of the work and the associated hazards and risk. With this knowledge I can know advise the PCBU to ensure they have used appropriate resources and and processes to elimate or minimise harms and risks to work health and safety(Section 27(5) WHS Act). When advising I would develop tools and putting information into reports to make the information easily transferable to the PCBU and also workers.
Through this process the PCBU needs to consult with workers and I would advise them on effective way to do so so they can fulfil their WHS Obligations.

Advising Workers about hazards, harms and associated risk would be done using formal training, toolbox talk, presentations, emails and publications in the workplace. While using these different consulting techniques I would take into consideration the views of workers and  provide reasonable opportunities for workers to express views and and contribute to reducing risks in the workplace(Section 3.2 Work Health and Safety Consultation, co-operation and co-ordination – Code of Practice). Workers are to be advised of the outcome of any consultation in a timely manner so as reasonable practicable. (WHS Act Section 48). In regards to the timeframe you must inform people in your workplace affected to your final decision or course of action as soon as possible while providing information to help them understand the reason for your decision.(Section 3.4 Work Health and Safety consultation, Cooperation and coordination – Code of Practice)


Section 27(5) WHS Act 
Section 3.2 Work Health and Safety Consultation, co-operation and co-ordination – Code of Practice
WHS Act Section 48

	Risk controls

	The Risk controls that can be used to Eliminate or reduce the risk to exposure to excessive noise levels first starts with the source of the noise in regards to plant with engineering treatments including if possible replacing noisy machinery and/or machinery parts for more efifectent and quieter parts e.g. electric motors, minor design changers. Increasing the amount of maintainance that is performed on machinery to as low as practicable to prevent noise causing issues including Badly worn bearings and gears, noise barriers, noise enclosures, vibration isolation mounting on the ground and separating the noisy elements away from contact with workers. If it is not practicable to reduce workplace noise to within the national standard for occupational noise level administrative measures can be used including organising scheldules so that noisy work is completed with as few people are present, sign-posting noisy areas, notifying people to noisy areas in the workplace and limiting the time workers spending in noisy environment and move them to quieter environments when their daily exposure levels becomes excessive. Finally Personal Hearing Protection can be used that adequate protection for the situation workers will be exposed to. Further training and signage can be used to reinfore the importance of personal hearing protection to be used consistently within noisy environment as hearing protection be removed for even short peroids of time significantly redure their effectineness to providing adequate protection. 

These examples of risk controls should be organised using the hierarchy of control to manage risks. The hierarchy of control ranking first starts Elimination which is the most effective control measure involves eliminating the hazard and the associated risk. If it not reasonably practicable to elimate the hazard you than move down to Subsitute the hazard with something safer, Isolate the hazard from people by distance or barriers and/or use engineering controls using a mechanical device or process as an control measure. If risks remain they must be further minimised using administrative controls, so far as reasonable practical. With any remaining risks they need to be minised through the use of adequate PPE(Personal Protection Equipement)(How to Manage Work Health and Safety Risk – Code of Practice). When controls risk are being put in place they should be proirtised into a reasonably practical timeframe with isses that can be easily fixed should be done straight away while others requiring more effect and planning to resolve, should be organised with first focusing on hazards with the highest level of risk(Section 4 How to manage work health ans safety risk - Code of Practice).

Source of information (e.g. website address): 
National Code of Practise for Noise Management and Proection of hearing at Work
How to Manage work health and safety risk code of practice  - Safe Work Australia




	Name of Hazard 2

	Hazardous Manual Handling 

	Nature and scope of hazard 

	Most Jobs involing performing Manual handling to a varying degree from working in contruction to working in an office which has the potential for the hazard Muscular skeletal injuries to arise. This is most common workplace injuries across Australia. 

Source of information (e.g. website address): 
Hazardous Manual Tasks – Code of Practice 2011 - https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0008/58166/Hazardous-manual-tasks-COP-2011.pdf

	The range of harms caused and how they are caused

	The range of harms that be causes from this hazard include sprains and strains of mascules, ligaments and tendons, back injuries, joint and bones or degeneration of the shoulders, elbow wrist, hip knee, ankle, hands and/or feet. The potential harms continue on including nerve injuries or compression(e.g. Carpel tunnel syndrome), soft tissue hernia’s and chonic pain. These harms can occur in two ways with gradual wear and tear to joints, ligaments, muscules  and inter-vertral discs cause by repeated or continuous use of the same body parts, including static body postions and secondly sudden damage caused by strenuous activity, or unexpected movements such as when loads being handed move or change position suddenly. In regards to my own workplace most common muscular skeletal injury is strained backs or shoulders from repeatly lifting heavy panels of glass or not lifting using proper techniques.

Source of information (e.g. website address): 
Hazardous Manual Tasks – Code of Practice 2011 - https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0008/58166/Hazardous-manual-tasks-COP-2011.pdf

	Techniques, tools and processes to identify hazard

	Techniques, tools and processes to identify hazards that can cause MSD’s consists of Consulting your workers who are performing manual tasks so they can provide valuable information by asking them what task they find difficult to complete, are very tiring, are awkward and believe to be dangous and cause discomfit will completing the task. A survey can also given out to workers to find out the same information. Reviewing available information consisting of records of workplace injuries and incident and close calls that have been recorded in the workplace. Research of information and advice about possible hazardous manual tasks that is available from regulators, industry associations, unions, technical specialists, safety consultations and other notable sources in the relevant industry. While the information is being researched any trends that are indentified with certain tasks that are being performed in the workplace. Another Techniques to identify hazards in regards to manual lifting would include observing manual tasks being performed and focusing on their postures and movements and noticing if they perform any of the charactistics that would considered hazardous including repetivtive or sustained force, high or sudden force, repetitive movement, awkard postures, exposure to vibration and/or tasks involving tools, machinery or equipment that do not properly or difficult to use(Hazardous Manual Tasks – Code of Practice). Consulting with the companies supply chains and networks/people commissioning our services about manual tasks they have identified any hazards and taking into consideration theirs needs(How to manage work health and safety risks – Code of Practice). The timeframe these


Source of information (e.g. website address): 
Hazardous Manual Tasks – Code of Practice 2011 - https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0008/58166/Hazardous-manual-tasks-COP-2011.pdf

How to Manage Work Health and Safety Risks – Code of Practice - https://www.safeworkaustralia.gov.au/system/files/documents/1901/code_of_practice_-_how_to_manage_work_health_and_safety_risks_1.pdf

	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: E


	How you advise others about hazards, harms and associated risk

	When advising other about the hazards, harms and associated risk with Hazardous manual handling I would organise all the information I have acquired in regards to this area and organise it in such a way that I can effectively replay this information back to my PCBU to make them fully aware of what WHS obligations they will need to fulfil. Communicating the information in such a manner that the individuals or groups understand for it to be effective. Put simply, this means conveying the information to the various parties so that they understand it in the context of everyones role. In the WHS Act Section 48 states that the relevant information is shared with workers and that the workers are consulted are advised of the outcome of the consultation in a timely manner as reasonably practical. Agreeing to respond to workers to any concerns and question they have raised within a certain timeframe offering feedback(Work Health and Sadety Consultation, Cooperation and Coordination – Code of Practice)

WHS Act Section Section 48 

	Risk controls

	At the stage of controlling the risks that have been indentified and assessed the hierarchy of control must be used by first eliminate risks by automating the manual tasks and/or delivering goods directly to place of use to eliminate multiple handlings and/or changing the design or layout of work areas. If it is not reasonable practicable to elimate the risk than level two of the hierarchy of control is consisdeed which includes Subsitution can be used by if possible replacing heavy items with light ones, items they are easier to handle and/or replacing hand tols with power tools to reduce the level of force required to complete tasks. Isolation of hazards can be used in regards to isolating vibrating machinery by way of barriers and or if possible providing fuly independent seating on mobile plant. Engineering can be used to minimiise hazards by using for example mechical lifting aids and providing workstations that are height adjustable. The Final level contains using administrative measure which could include rotating worker between different tasks, arranging work flow to avoid peak physical and mental demands towards the end of a shift. Personal protective equipment is also to be used including shock absorbent shoes for work on hard concrete floors and back bracers(Hazardous manual Tasks – Code of Practice). In regards to the risk controls that have been used at Glass 360 primary use of the mechical aids including cranes with a sucker lift to carry large pieces of glass, trollies to move glass around the workplace and finally a large amount of training it carried out so everyone knows how to lift glass in a safe way and to know your own limit and using mechical aids. 

The time frames that these risk controls should be prioritised correctly with easily fixed issues to be completed straight away while planning to rectity other risk controls that will need more effort. With larger issues should be prioritised focusing on those hazards with the highest level of risk and oervall all risk controls should be impilmented as soon as reasonably practical(How to manage work health and safety  - Code of Practice). 

Source of information (e.g. website address): 
Hazardous Manual Tasks – Code of Practice  - https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0008/58166/Hazardous-manual-tasks-COP-2011.pdf





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	For the two (2) risks (and associated risk controls) identified in Activity 1:
a) Explain how you would contribute to developing and implementing a risk control plan
b) Describe the process you would undertake to evaluate the risk controls that had been implemented




	Hazard/Risk 1

	Develop and implement risk control plan

	When developing and implementing the risk control plan to treat Exposure to Excessive Noise in the workplace the first would be to organise and establish effective consultation and communication so everyone can work together to to find potential problems and find solutions. This is consultation can be developed by sharing all required information about health and safety, letting employees have a reasonable opportunity to express their, taking those views into account, transfer information between different work groups and taking into consideration the different needs to workers for effective consultation to occur. I will than help allocate responsibilities to people who have control of the workplace and to source administive support, expect advice, information in the workplace, any required training and approval to purchase new equipment if necessary. Working arrangement will than be decided on, I will develop the working arrangement by deciding the workplace as a whole will be part of the risk control plan, as there is only one work group in the one smaller workplace and we will be focusing all on the one hazard of the excessive noise in the workplace. In the next stage of indentify the hazard in the workplace contribute to the process by consulting with workers involving them in the process and documenting the hazards found into the risk control plan. In assessing the risk I will examinie the factors that affect the risk including the number of people exposed, how they are exposed to the excessive noise, how serous this harm could be and what the law says about the risk control techniques that could be used. While assessing the risk I will be contribing the WHS conversation in the workplace about the excessive noise and consult with workers. When controlling the risk after it has been identified fulfilling my role by deciding on what risk control to action after working through the hierarchy of control to develop a plan that eliminate and/or minimise the risk as reasonably practicable than consulting with the PCBU and workers to the chosen controls risks and take  their feedback into consideration. These control action will than prioritised what risk control need to be actioned first and in what time frame will they be completed in. While prioritising the risk controls question will be brought forward to help including how severe is the risk, how immediate is the risk, who does it affect, how easily can it be controlled and what other benefits can be found from the control risk. This risk control plan when completed will be a detailed document containing all the organised information to what has been found in earlier steps to create a clear vision. This is document will than be shown through consultation at all workgroups, emails, team meetings, HRS and HSC’s. The actions needed to complete the risks controls will be planed out detailing who will be responsible for the actions (position and name), the due date for the completion of the action and what will be achieive with the risk control and how much will it cost. When completing the risk control I will contribute by supporting everyone working on the risk controls and ensure that the PCBU is fulfilling their due diligence through the process. The completed risk control will be reviews regularly with contribution being made reviewing the risk contols, consulting with workers to any changes and facilitating any addition training relating to the changes and is to be all documented. In regards to reviews any HSR’s and HSC will consulted with to any changes to the risk control plan.

A Guide to Risk control plans – WorkSafe Vic

	Evaluation of risk control

	In the evaluation stage of controlling the risk of exposure to excessive noise in the workplace first all the information from the risk control must be reviewed and the following questions should be asked including has the control measure been successful?, Has the control measure given rise to a new hazard that will need to be controlled?, Is there a more training and information that is required?, Could there be more control measures to be used?
Once questions are answered if a new hazard or hazard control is identified this will be implemented in a timely manner with a review to be performed on the new risk controls. A noise test can be completed again to have a indepth picture of the levels in the workplace and recording any changes.Survery can be given out to measure behaviousal safety, risk awareness and overall culture in relation to this hazard. This help identify any pre-conditions that could lead to hearing damage that might take a long time to develop. Finally the risk controls will be revaluated yearly and when an incident occurs relating to the risk control.




	Hazard/Risk 2

	Develop and implement risk control plan

	In regards to developing and implementing towards the risk control plan targeting Hazardous manual tasks would first entail establishing effective consultation and communication by consulting with workers, HRS’s through one on one conversations, email, workmeetings so it is easy to share ideas and receive feedback. Than I would allocate responsibilities indentifing who will responsible for management and coordination in regards to the different tasks in the risk control process. Deciding on the workplan itself planning out how the work will be done and the timeframes it will be completed in with all the information beign documented myself. With identify the instances of hazardous manual tasks in the workplace I will contribute by with watching the workers perform manual handling tasks and looking for signs for any hazardous situation that might arise and documenting what hazards are identified. Researchng into code of practice, guidelines and other WHS documents will by myself to increase my knowledge of identifying these risks. I will involve workers in the steps consulting them in regards to the hazardous manual tasks and steps that I might have missed. In the process of assessing the risk my contribution will including consulting with workers on how they feel physically while performing manual handling tasks that would be considered hazards and coming to an agreement to how serious the risk is to ensure it will be controlled properly. When controlling the risks the steps to be taken will be decided using the hierarchy of control, researching what risk controls have used in other workplace for similar situations and document what control will be complete and what time frame will they be done in. I will than contribute to the risk control stage by supporting who is working on the risk controls, to ensure the PCBU is fulfilling their duties in controlling the risks in the workplace to assist in the priorisation of the risk control measures. Reviewing the risk control plan my contribution will be revising the risk controls regualy to ensure they have been implemented correctly and monitor the situation while consulting with workers receiving their feedback to their opinions to the effectiveness of the risk controls. Further Consultation will be performed by me to to make workers aware of changes to the risk controls and facilitate any required training and documenting the outcome. 

A Guide to Risk control plans – WorkSafe Vic

	Evaluation of risk control

	Evaluation of the risk control measures in regards to Hazardous Manual Tasks would first consist of collecting all the information from the risk control plan and reviewing the information. Than some questions need to be answered including Has the risk control has been effective?, is there any additional information and training that is needed?, Has the control measure produced any new hazards?, Has any potential risk control been missed through the process? and with any hazards and potential risk control have been discovered they will need to be put into action in a timely manner. A survey and one on one conservations will be given to workers as part of the evaluations to learn from the feedback to measure how effective the risk controls have been. Further the risk control will be evaluated again yearly and if an incident occurs relation to the risk control.





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Explain the requirements of your organisation regarding hazard identification, risk assessment and risk control activities by identifying the requirements found in:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

Explain how you comply with the requirements of these documents.




	Hazard identification

	WHS policy

	In Glass 360 the WHS policy outlines the WHS obiligations and duties and who is responsible so that the company can fulfil its requirements towards effective risk management in the workplace. In regards to Hazard identification the WHS policy is required to outline the companies goals and identifying and reducing the risks of all types of work activities that have the potential to produce personal injury or occupational illness.


	WHS procedure

	The WHS procedure underpins the polices describing specific details about the requirements for risk management in the workplace and information on how it is to be managed. Hazard identification in essential to the creation and maintain of WHS procedure with indentified hazards shown in the document, shown to workers to aware of them while completing tasks.

	WHS process

	The WHS process is a document that break down to steps on how to safety complete a certain task in the workplace and what additional hazards people need to be aware of. Hazard identified is paramount in the creation and training of this document with all work place hazards to be identied and incorporated into the document.

	WHS system

	The WHS system is a system of documents including procedures, process and policies working together to create the main source of internal WHS information to be used by the WHS Officer in facilitating WHS information throughout the workplace. The WHS system contains all the documents containing the hazards idenitifed in the workplace to be shared.

	How you comply

	Managing and maintaining the WHS management systems, performing audits on the WHS policies, procecdure, processes and the overall systems itself to if any part of it be improved or updated. How I comply with these documents in regards to hazard identification Working with the PCBU’s while consulting with workers and contributing to identifying hazards in the workplace. Communication with stake holders, writing reports to management and workers in regrds to hazard identification.Training sessions covering hazard identification can also be performed for stakeholders and when new staff are entering the workplace . This training will be put into a training matrix to make sure is it up to date.




	Risk assessment

	WHS policy

	In regards to the WHS policy in the workplace this is the document that encompasses what  the company is trying to achive in controlling risks in the workplace. The document will outline how risk assessment is part of involving individuals in evaluating workplace hazards and stating that employees are to actively participate in safety improvement activities and that managers and supervisors are responsible for this process.

	WHS procedure

	The WHS procedure is the group of document supporting the goal the WHS policy states and shows what needs to be done to perform tasks safety. The assessment of risk is a important step in creating WHS procedure in to perform the tasks safety and showing how serious the risks are in the workplace so they control as much as reaonsably practicable.

	WHS process

	The WHS process is a document breaking down the steps to perform tasks within the workplace safety. Risk assessments are used in the creating this document as risk arise through the steps they will be assessed with this information being used later to control the risks.

	WHS system

	The WHS system being the group of documents including WHS policies, procedures and processes that is organised for the WHS officer to consult with everyone using this information and to help maintain WHS in the workplace. All risk assessments performed are recorded into the systems to be used when required and when they are updated.

	How you comply

	While completing risk assessments consult with workers breaking down the processes and procedures down into smaller steps to find all the hazards that have the potential to occur. Being open minded through the process consulting with workers and recording the information produced by the risk assesments. Research will be also be carried out of similar workplaces and also the standards and codes of practices that are related the risk assessment.




	Risk control

	WHS policy

	The WHS policy that is used in regards to Risk control in Glass 360 is a overarching document outlining the WHS objective of the company and what roles and obligations need to upheld by the PCBU, officers and workers. These Obligations are shown in the policy for the company to achive its WHS goals by stating involving individals in health and safety matters and consulting with them in ways to control workplace hazards, providing instruction, training and supervision to improve indivuals understanding of workplace hazards, consisting of sake work practises and emermency procedures. The WHS policy includes preventing bullying, violence and aggression and what electrical safety obligtaions are if necessary 
Duties are clarified stating that Managers and supervisors are responsible for the ensure all regulations, procedures and safe work practices are follow at all times. Workers duties are also listed including following all company safety requirements and relevent codes of practice, actively participate in safety improvement activities.

	WHS procedure

	The WHS procedure requirement in regards to risk controls will outline how to tasks should be completed safety in the workplace will help deciding what risk control to use to elimate or minimise risks in the workplace. The WHS will be used in training workers to the risk controls used in the workplace and how they are related to tasks needing to be perfomed.


	WHS process

	The requirements the WHS process fulfils in regards to Risk control consist of explaining the steps to complete workplace tasks safety and shows what risk controls and PPE will need to be used to complete to task.  

	WHS system

	Incorperating the polices, procedures and processes into a system of WHS documents will be used in regards of performing risk control in the workplace. The process installing risk controls with be recorded into the systems with timeframe for the risk control to be completed in. This system will help make sure that everyone is trained in the new risk control measures, making it easier to share information while training and consulting with workers and stake holders. The System will be used when evauating the risk control measures and updates when any changes are made.

	How you comply

	Consulting with the PCBU with feedback from workers to verify if the control measures used as effective. Developing safe work procedures and processes documents that descirbes the task, indentifies the hazards and documents how to task can be performed to minise the risks.Advising management to the level of supervision that will be required depending on the level of risk and the level experience.If an incident occurs I will comb through the procedure and processes and systems effected and find out what needs to be changed or added to rectify this blind spot in the WHS system. Creating check lists from all the information found to be more effective upholding risk control in the workplace when WHS audits are performed. Assisting in the training of workers and other stakeholders in the company. Keeping a record of the whole risk control process to refer back when required. Management and maintaining WHS management systems including all the documents, audits and organising this information to be given to the PCBU. Making sure documents is easy to read so that can be understood by everyone in the workplace. Conducting training session can also be performed for stakeholders and when new staff are entering the workplace. This training will be put into a training matrix to make sure is it up to date. The policy is under review every 12 months and regularly improved to remain current in regards to changes in WHS laws, policies and the practices in the workplace. Overall using this system to make sure the PCBU is fulfilling their WHS obligations in regards to risk control in the workplace.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify the duty holders and their range of duties regarding hazard identification, risk assessment and risk control activities by explaining the requirements found in:
a) WHS Acts
b) WHS Regulations
c) Codes of practice
d) Guidelines

Explain how you comply with the requirements of these documents.




	Hazard identification

	WHS Acts

	PCBU’s duty is part of the WHS Act Section 19 primary duty of care to as reasonably practical ensure the health and safety of workers and other affected. In regards to the duty of officers Section 27 details the duty of officers in relation to hazard identification includes to acquire and keep up-to-date knowledge of worker health and safety matters. In sections 22,23,24,25,26 goes into details of the WHS duties of  Designers, Manufactures, Importers, Suppliers and people installing, constructing or commissioning plant and structures are as reasonably practical ensuring the health and safety of people that will be effect by there products or services. This will mean these groups of people will have to as reasonably practibale identify hazards to their affected workplaces.  Consultation in regards to Hazard identification is outlined in section 48 and 49 in the WHS act with workers to be given reasonable opportunity to rise work health and safety issues and ensure consultation is occurring when identifying hazards and assessing risks to health ans safety arising from the work carried out or to be carried out the business or undertstand. The Duty if consultation is held by the officer and the PCBU. In section 27 the duties of officers relating to risk identification is outlined with the officer taking reasonable steps to to acquire and keep up to dayte knowledge of work and health safety matters and to gain an understanding of the nature of the operations of the business or undertaking of the person conducting the business or undertaking and generally of the hazards and risks associated with those operation.
WHS Act – Section 22 Designer of plant, structures or substances
WHS Act – Section 23 Manufactures of plant, structures or substances 
WHS Act – Section 24 Importers of plant, substances or structures 
WHS Act – Section 25 Duties of suppliers of plant 
WHS Act – Section 26 Duties of people installing, constructing or commissioning plant and structures 
WHS Act – Section 48 Nature of consultation and Section 49 When consultation is required
WHS Act – Section 27 Duty of Officers


	WHS Regulations

	In section 34 of the WHS Regulations outlines duty holder which would be the officer , in managing risks health ans safety, must identify reasonably foreseeable hazards that could give rise to risks to health and safety. 
WHS Regulations – Section 34 Duty to Identify Hazards

	Codes of practice

	The code of practice How to manage work health and risks goes further into depths into the duties of the PCBU fulling there due diligence by way of reasonably practicable minimising the risk and consulting with workers and other duty holders which is a large part of identify hazards. Officers duties also outlined in regards to risk identification by way of understanding/identifying the hazards and risk in the workplace. Workers and other persons duties mentioned consist of workers complying with reasonable instructions e.g. assisting in identifying hazards and cooperating with reasonable WHS policies.

How to Manage Work Health and Safety Risks - Code of Practice

	Guidelines

	This simplified document outlines ways to manages risks to health and safety at the workplace explains the duties of the PCBU for managing health and safety risks while consulting with other duty others. The PCBU must ensure that relevant workers and WSRs are involved with the risk idenitifing process and have received adequate training to do so.

Managing risks to Health and Safety at the Workplace Fact Sheet - SafeWork

	How you comply

	As a WHS Manager/ Officer must fulfil my due diligence to ensure the PCBU is fulfilling there own while at the same I am researching the workplace and in relevate information to identify all hazards in the workplace. I will consult with workers and the PCBU in regards to idenitifing hazards to listen to their feedback and given them relevant information
WHS Act – Section 19 Primary Duty of care
WHS Act – Section 48 Nature of consultation and Section 49 When consultation is required
WHS Act – Section 27 Duty of Officers





	Risk assessment

	WHS Acts

	Section 27(5) of the WHS Act for officers to take reasonable step to ensure the PCBU has, appropriate proceses to receive and consider information about work-related incidents, hazards and risks, and to respond in a timely manner and also to vertify provision and use of the relevant resources and processes. In Section 17 Management of risks states A duty imposed on a person(PCBU and Officer) to ensure health and safety requires the person to (A) to elimate risks to health and safety, so far as is reasonably practicable and (B) if it not reasonably practicable to elimate risks to health and safety, to minimise those risks so far as is reasonable practicable. Consultation and Cooperation is a large part of risk assessment with in Section 48 of the WHS Act the document outlines that consultation Which is the duty of the PCBU and officer requires that workers are given a reasonable opportunity to express their views and raise WHS issues and the workers views are taking into account by the PCBU. Consultation is required when identifying hazards and assessing risks to health and safety arising from the work carried out or to be carried out by the business or undertaking. This required consultation by the officer is shown in Section 49 of the WHS Act.

WHS Act – Section 27(5) Duty of Officers 
WHS Act – Section 17 Management of Risks
WHS Act – Section 48 Nature of consultation and Section 49 When consultation is required

	WHS Regulations

	Parts of the WHS Regulation in relation to Risk Assessments include Section 12 stating these regulations require as assessment of risk to health and safety associated with a hazard, risk, thing or circumstance, an assessment of risk associated with a class of hazards, tasks, things or circumstances may be conducted if: (A) all hazards, tasks, things or circumstances in the class are the same and (B) the assessment of risks for the class does not result in any worker or other person being exposed to a great, additional or different risk to health and safety than if the risk assessment were carried out in relation to each individual hazard, task, thing or circumstance. In section 77 it states that This regulation apllies if a person conducting a business or undertaking that prepares a risk assessment under regulation 66 must keep a copy of the risk assessment until at least 28 days after the worker to which it relates is completed. But if a notifiable incident occuers in connection with the work to which the assessment relates, the person must keep a copy of the assessment for at least 2 years after the incident.

WHS Regulations – Section 12 
WHS Regulations - Section 77 Confined space entry permit and risk assessment must be kept.

	Codes of practice

	The Code of Practice How to Manage Work Health and Safety Risks explains to duty of the officer to research and assess the risk that have been found using apprioante resources while fulfilling they duty to consult with worker through out the process keeping them informated and reciveing feedback.

How to Manage Work Health and Safety Risks - Code of Practice

	Guidelines

	A guide to Risk control Plans is a written guideline outlining the responsibility/duty of the employer to control workplace hazards and risks. In regards to assessing risks that have been found the duty is with the WHS officer along with consultation with workers to examine the factors that affect risk determining how each risk can cause harm and how serious it could be. 

A Guide to Risk Control Plans – Safe Work

	How you comply

	My role as WHS Officer in regards to assessing risk would consist sourcing information, understand the risksthemselfs and finally assessing the risk that have been found how each hazard can cause harm and to what extent all while consulting with workers through out the process for feedback. Than I need to ensure that the PCBU undertstands the risks and how serious they are and ensure the PCBU fulfils their obligations and due diligence in control the risks in the workplace.




	Risk control

	WHS Acts

	In the WHS ACT the sections relating to risk control first starts with the overarching Primary duty of care found in Section 19 stating A person conducting a business or undertaking(PCBU) or undertaking must ensure, so far reasonably practicable, the health and safety of workers and other persons affected. Section 27 outlines the duty of the WHS officers due diligence to ensure that the person conducting the business of undertaking has available to use and uses, appropriate resouces and processes to elimate or minimise risks to health and safety from work carried out as part of the conduct of the business or undertaking. This section would apply to the implementation fo risk control into the workplace and also mentioned in section 17 stating A duty imposed on a person (WHS Officer) to ensure health and safety requires the person to eliminate risks to health and safety, so far as reasonably practicable and if not reasonably practicable to minimise the risk as reasonably practicable. In section 22,23,24,25,26 the duties of Designers, manufactures, importers, suppliers and people installing plant, substances is outlined stating they must as reasonably practicable eliminate and/or minimise risk in their workplace and the workplaces that their products and services will be affecting. In section 28 the duty of workers is detailed including for the workers to co-operate with any reasonable policy or procedure of th PCBU. This would relate the workers carrying out the risk control plan and further following the risk control measures that have been decided on. The Duty of PCBU, officers and other duty holder to consult with workers is mentioned in section 48 and 49 including worker are advised of the outcome of the consulation im a timely manner which would relate to consultation to chosen risk control measures, workers are given reasonable opportinty to share the point of view in regards to rick control measures. Consultation will be required when proposing changes that may affect the health ans safety of workers.




WHS Act  - Section 19 Primary Duty of Care 
WHS Act - Section 22 Designer of plant, structures or substances
WHS Act - Section 23 Manufactures of plant, structures or substances 
WHS Act - Section 24 Importers of plant, substances or structures 
WHS Act - Section 25 Duties of suppliers of plant 
WHS Act - Section 26 Duties of people installing, constructing or commissioning plant and structures 
WHS Act Section 27 Duty of Officers
WHS Act - Section 17 Management of Risks(Duty of Officer)
WHS Act - Section 28 Duty of Workers 
WHS Act - Section 48 Nature of Consultation and 49 When Consultation is Required 


	WHS Regulations

	With regards to Risk Control In section 35 of the WHS Regulations is states that a duty holder which would be the PCBU, in managing risks to health and safety, must (a) elimate risks to health and safety so far as reasonably practicable; and (b) if it is not reasonably practicable to elimate risks to health and safety–minimise those risks so far as is reasonably practicable. Than further in Section 36 of the regulations is outlines the duty holder, minimising risks to health and safety, must implement risk control measures in accordance with this regulation with includes so far as reasonably practicable , by doing one or more of the following steps including substituting the hazard, isolating the hazard from any person, implementing engineering controls. Than if this risk remains after these steps administration controls will be used and than after that personal protective equipment is to be used. The risk control process continued on in Section 37 outlining what is required in maintaining control measures so that the control remain effective and Section 38 stating the necessity of reviewing the control measures, so far as reasonably practicable and in what situations this needs to be carried out.

WHS Regulations Section 35,36,37,38


	Codes of practice

	This code of practise outlines the PCBU’s duty to take practicaly reasonable steps to controlling the risk in their workplaces while fulling their duty of consultation with workers about health and safety and consulting, cooperating and coordinating with other duty holders. This document in regards to risk control states that PCBU and officers must consult with workers and their representatives who will be directly affected by the duty holders decisions. This is help the PCBU and WHS officer to chose the appropriate controls measures, priortise the actions to be taken next and fulfilling their due diligence.

How to Manage Work Health and Safety Risks - Code of Practice 

	Guidelines

	This set of guidelines states the employee has a legal responsibility to identify and control workplace hazards and risks. The guide outlines that by law, you are (Duty holders – PCBU) required to elimate the risk or as reasonably practicable minimise it. This is completed using the hierarchy of control. 

A guide to risk control plans 

	How you comply

	[bookmark: _GoBack]Gaining a understanding of the hazards and risks associated with the operations of the organisation by creating a risk control plan. Ensuring that the PCBU uses and applies appropriate resourse, policies, procedures and health and safety practices in the operation of the business or undertaking. Assist the workplace thorugh the risk control stage by developing safe work procedures , facilitating the training of workers in the safe working procedures that can understood by all workers, providing information and instruction to new workers and others entering the workplace, advising management to the level is supervision that is needed and advising the the other duty holder what will be required by them though this process to fulfil their WHS obligations. Finally records will be kept  by myself to refer to when required and to be used in the risk control evaluation stage.





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following can be causes of workplace hazards? 
Select the most appropriate responses from the list below.
☐ 	Noise
☐ 	Physical layout of the workplace 
☐ 	Temperature
☐ 	Stress

	☐

	2. Which of the following individuals and parties may require information about workplace hazards? Select the most appropriate responses from the list below.
☐ 	Health and Safety Committees (HSCs)
☐ 	Suppliers 
☐ 	All members of the public
☐ 	Contractors

	☐

	3. Which of the following are appropriate techniques, tools and processes for identifying hazards and risks? Select all that apply.
☐ 	Workplace inspections
☐ 	Compensation claim information 
☐ 	Safe Work Method Statements
☐ 	Information issued by WHS regulators

	☐

	4. Risk control options can come from both internal sources (e.g. policies and procedures) and external sources (e.g. codes of practice and standards).
☐ 	Yes
☐ 	No 

	☐

	5. Which of the following should be considered when developing a risk control plan? Select all that apply. 
☐ 	How and when controls will be implemented
☐ 	Evaluation processes for implemented controls 
☐ 	Consultation with individuals and parties
☐ 	Responsibilities for implementation

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

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 discuss the organisation’s WHS risk-management processes.
	☐

	B. Confirm understanding of the duties held under WHS Acts, regulations, codes of practice and guidelines for hazard identification, risk assessment and risk control activities.
	☐

	C. Contribute ideas about ensuring how workplace policies, procedures, processes and systems comply with legislative requirements.
	☐

	D. Identify the techniques, tools and processes you will use to monitor hazards (and their associated risks) in your work area.
	☐

	E. Identify how you will document and communicate the results of hazard identification and risk assessment.
	☐

	F. Explain the PCBU and workers’ duties in the development, implementation and evaluation of any risk controls to address identified hazards.
	☐

	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
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