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ASSESSMENT FOR BSBWHS403

	Student name
	Hannah Ockendon

	Date of assessment submission
	24/12/2019


	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
	Paynters

	Workgroup
	Site Managers



	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

	HSEQ Cadet – Training Co-ordinator 

	Roles, duties, rights and responsibilities regarding consultation and participation

	My role is to monitor the training needs of staff. This involves consulting with staff to determine what training would be necessary or beneficial to their role. I am required to notify staff when their competencies have expired, when training requirements have changed or when there are new training opportunities available. As a worker, I have the right to elect a HSR, or request the formation of a HSC. Additionally, I have the right to express my views and raise issues regarding health and safety matters.  


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice
Worker Representation ad Participation Guide 


	Communication method and timeframe

	I work in Paynters’ main office so I speak frequently with the PCBU and HSEQ team. Therefore, I can be contacted promptly through face to face communication. Otherwise, I am communicated with via email or over the phone.





	Name of Individual/Party 1

	Project Managers

	Roles, duties, rights and responsibilities regarding consultation and participation

	Project Managers are appointed to oversee job sites where a variety of personnel such as supervisors, contractors and workers are present. Consultation and participation responsibilities include, being a key point of contact for workers to raise health and safety issues, investigating the health and safety issues raised (e.g. talking further with the person who raised the issue), conducting toolbox talks and making regular site visits.  
Like myself, Project Managers are classified as workers under the Act so they have the right to elect a HSR or request the formation of a HSC. Their views are to be sought after and considered by the PCBU when making decisions relating to health and safety. 


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice
Worker Representation and Participation Guide


	Communication method and timeframe

	Project Managers must be contacted promptly due to the extensive amount of personnel they are responsible for. They can be communicated with via face to face meetings, email or over the phone. 





	Name of Individual/Party 2

	PCBU

	Roles, duties, rights and responsibilities regarding consultation and participation

	The PCBU is the primary duty holder in relation to consultation and participation in the workplace. As detailed in Section 47- 49 of the Work Health and Safety Act 2011, PCBU’s are to give workers “a reasonable opportunity to express their views and to raise work health or safety issues”. (Section 48 (b)). Furthermore, the issues and views raised by workers are to be taken into consideration by the PCBU when making decisions. Any relevant information or decisions are to be shared in a timely manner with workers and any other persons who may be affected.


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice


	Communication method and timeframe

	Even though the PCBU is the main duty holder in relation to consultation and participation, they are not the first to be contacted. A HSEQ team has been appointed to assist with ensuring the business remains compliant with consultation and participation requirements. Therefore, the HSEQ team is deemed to be the first point of contact for matters relating to health and safety. With this said however, the PCBU are still heavily involved, meeting with the HSEQ team regularly to receive updates, attend to any issues and to make changes that better consultation processes. The PCBU is available via face to face communication, email and over the phone. 





	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

	Project teams meet frequently to discuss all aspects of the jobs they are working on. During these meetings, health and safety matters such as incidents and hazards are discussed, and corrective action is decided upon.  


	Your involvement in set up and running of process

	Teams are provided with ‘Meeting Minutes’ templates which helps bring direction to a meeting and structure to the notes that are taken from the meeting. For example, staff can record if any action is required after the meeting and when the action is due to be completed. 


	How you communicate with individuals and parties about process

	Scheduled electronic reminders such as calendar notifications are sent to staff to ensure work meetings are conducted frequently.  


	How you support participation of individuals and parties in process

	Meeting rooms are provided and can be booked by staff members for a more secluded discussion. Often, the PCBU or HSEQ team will sit in on the meetings to receive updates or make observations.





	Name of process 1

	Incident Report Form


	Describe process

	If an incident occurs, it must be reported. The incident report form gathers important information about the parties involved and asks prompting questions in order to determine exactly what occurred. These forms are scanned and sent to the Project Manager and HSEQ team for review. 


	Your involvement in set up and running of process

	Safety Folders are prepared by the admin team and delivered to site with all the necessary safety forms included. This simplifies the incident reporting process and reduces the risk of an incident going unreported due to personnel being unable to locate the correct form. 


	How you communicate with individuals and parties about process

	Personnel are given verbal (such as in the weekly toolbox talk) and electronic reminders about the incident reporting process. There are also signs in each site office that outline the step by step process to be followed if an incident occurs. 


	How you support participation of individuals and parties in process

	Paynters establish a positive working environment where all personnel are encouraged to report incidents and hazards. Staff who make a report are often contacted by the HSEQ team to further discuss the matter and receive support.





	Name of process 2

	Toolbox Talks

	Describe process

	Site Managers or Site Safety Officers are required to conduct weekly toolbox talks with all personnel on a job site. A variety of health and safety matters are discussed, and workers are given the opportunity to express their views or raise issues. 


	Your involvement in set up and running of process

	The contents of a Toolbox talk is usually organised by the Project Manager and Site Manager. However, the HSEQ team often provides updates or general safety information via email that is to be included in the talk for the week. For example, I was asked to create a HSEQ Alert regarding the safe use of ladders. This alert was emailed out to all Site Managers. Site personnel were then required to sign and return a form, acknowledging that they had read and understood the contents of the alert. 


	How you communicate with individuals and parties about process

	Email and calendar reminders are sent to Site Managers and Site Safety Officers each week. Project Managers are also required to submit a monthly report that confirms they have remained up to date with the toolbox talks. 


	How you support participation of individuals and parties in process

	All sites are provided with an area, such as a lunch shed, for personnel to congregate and conduct the meetings. 





	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

	Project Managers

	Required for effective involvement in consultation and participation 

	As Project Managers are a main point of contact for site personnel, it is essential that they have good communication skills. PM’s must also have a sound understanding of WHS legislation, the project which they oversee and the site specific requirements regarding consultation and participation. 


	Training that may be provided to assist

	Conflict Resolution Training 

Misunderstanding, opposing views or poor communication are some of the many factors that can contribute to conflict. The ability to resolve disputes in a timely and professional manner is key to ensuring the smooth running of a project. With this training, Project Managers will be better equipped and more confident in their ability to resolve workplace conflicts should they arise.


	Your involvement in delivery of training

	Conflict resolution training can be delivered internally or externally. For example, I could organise for PM’s to attend a short course run by an external provider. Otherwise, either myself or a member of the HSEQ team could arrange and deliver one on one development and information sessions.  





	Name of Individual/Party 2

	PCBU

	Required for effective involvement in consultation and participation 

	PCBU’s are required to have a sound understanding of consultation and participation legislation. In addition to this, they are required to have a positive outlook and interaction with consultation and participation while also cultivating the same attitude throughout their company.


	Training that may be provided to assist

	Code of practice training and industry workshops would assist with ensuring PCBU stay up to date with any changes in legislation, standards or requirements.


	Your involvement in delivery of training

	PCBU are often very busy so it can be difficult for them to remain up to date with the various changes to the legislation or standards. Therefore, it could be my responsibility to collate and deliver information regarding consultation and participation or organise for an external training provider to meet with the PCBU and provide updates.  





	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

	Location

Paynters have job sites and offices all over Queensland. This poses difficulties such as a delay in receiving information and a lack of face to face communication. 


	Measure to remove barrier

	Zoom Meetings 

This program enables staff to use their phone or laptop to start an instant two-way video call while also giving them the option to share their screen. This program essentially enables personnel to communicate as if they were in the same room. 


	Contribution to development of measure

	By working with their IT company, Paynters have been able to give staff the ability to use the program wherever they are, as long as there is an internet connection. They have recently made changes that allow Zoom meetings to be conducted on mobile and Ipads, as not all site staff have access to a laptop. 


	Contribution to implementation of measure

	Training will be arranged to help staff become familiar with the program. In addition to this, an instruction manual will be written for staff to refer to or use as a refresher.


	Contribution to evaluation of measure

	Staff can contact IT to report any issues with the program. IT will be constantly troubleshooting and making improvements to the program to ensure it runs smoothly.  





	Describe barrier 2

	Age

The majority of our site staff are of an older generation. Therefore, they often experience difficulty when using the technology (for example IPads) required to conduct everyday tasks. 


	Measure to remove barrier

	In order to remove this barrier, extensive amounts of IT support and training will be available to ensure staff become comfortable and confident with the use of technology.


	Contribution to development of measure

	For years, documents were handwritten and produced on paper. Paynters knew it was important to involve staff when transitioning traditional work processes to digital. Therefore, staff were consulted with to determine how technology could assist in optimising their work flow. 


	Contribution to implementation of measure

	Training sessions will be arranged for those struggling with the change. This training can be delivered over the phone or in person. 


	Contribution to evaluation of measure

	Personnel are given numerous opportunities to provide feedback. This can be done over the phone, via email or by completing monthly performance report surveys. The feedback will be taken seriously and evaluated by myself and our IT company.  





	Describe barrier 3

	Workload 

Often staff feel they are too busy to contribute to or attend consultation and participation processes (such as a meeting). 

	Measure to remove barrier

	This barrier can be removed by having another staff member cover duties while consultation and participation responsibilities are attended to.  For example, if a Site Manager is required to attend a meeting off-site, another staff member with a sound knowledge of the job site can take charge in their absence. 


	Contribution to development of measure

	Staff will be consulted with to determine what their consultation and participation responsibilities are and if they feel they have the capacity to uphold them. 


	Contribution to implementation of measure

	After consulting with the staff member, a plan will be developed that ensures they feel supported and capable of completing their consultation and participation responsibilities.


	Contribution to evaluation of measure

	The HSEQ team and I will continue to consult with workers to determine if they feel they have the capacity to uphold their consultation and participation duties. Another way to evaluate the effectiveness of this measure would be to keep track of who has been attending meetings. If a staff member was absent, it may be beneficial to consult with them to determine why they were unable to attend and provide support if needed. 





	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

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
	Amy Maxwell

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

	Phone number of observer
	0427 829 922

	Email address of observer
	amy.maxwell@paynters.com.au

	Signature of observer
	
	Date
	18/12/2019
	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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