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BSBWHS519 
Lead the development and use of WHS risk management tools 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS519 Lead the development and use of WHS risk management tools cover all aspects of the unit of competency required. To demonstrate co3mpetence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.
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	Number of activities answered correctly
	Task outcome (Tick)
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	ASSESSOR COMMENTS

	


NOTE

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.


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

	Name of workplace
	Paynters Pty Ltd




	ACTIVITY 1  [bookmark: _Ref58826307]

	Summarise what the following documents address with respect to risk management (in the context of risk management tools):
a) [bookmark: _Ref58828786]Work Health and Safety Act 2011 (Qld)
b) [bookmark: _Ref58828788]Work Health and Safety Regulations 2011 (Qld) 
c) [bookmark: _Ref58828789]Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011
d) [bookmark: _Ref58828791]Safe Work Australia model Code of Practice: How to Manage Work Health and Safety Risks 
e) [bookmark: _Ref58828793]Guidance material
f) [bookmark: _Ref58827126]Organisational policies and procedures on the following areas – 
· Modifying and developing tools
· Communicating information
· Providing support on tools and their use
· Reviewing tools




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	Location of document:

https://www.legislation.qld.gov.au/




	Work Health and Safety Act 2011 (Qld) (continued)
	Summary of contents:

 Sections 17-18 of the Act addresses the general duty to eliminate health & safety risks so far as is reasonably practicable (or if unable to eliminate, minimise so far as is reasonably practicable). Referring to these sections it can be implied that a PCBU is to use the risk management tool that provides the highest level of protection.  

Section 19 of the Work Health and Safety Act 2011 (Qld) explains that in holding the primary duty of care the PCBU should ensure, so far as is reasonably practicable, the health and safety of workers affected by the business or undertaking. Selecting & implementing suitable risk management tools would form part of securing the safety of personnel.

Section 28 of the Work Health and Safety Act 2011 (Qld) outlines the duties of workers. Workers must:
• Comply, so far as they are reasonably able, with any reasonable instruction given by the PCBU to allow the PCBU to comply with WHS laws, and
• Cooperate with any reasonable policy or procedure of the PCBU relating to health or safety at the workplace that has been notified to workers
Under these duties, workers would be required to comply with the risk management tools specified by the PCBU.  

Part 5 of the Act specifies that the PCBU is required to consult with other parties. In particular, Section 49 outlines when consultation is required:
(a) 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; 
(b) when making decisions about ways to eliminate or minimise those risks (e.g. making decisions about risk management tools)


	b) Work Health and Safety Regulations 2011 (Qld)
	Location of document:

https://www.legislation.qld.gov.au/




	Work Health and Safety Regulations 2011 (Qld) (continued)
	Summary of contents:

Section 34 – Duty to identify hazards 
Duty holders must identify “reasonably foreseeable hazards that could give rise to risks to health and safety”. 

Section 35 - Management of risks
A duty holder, in managing risks to health and safety, must – 
(a) Eliminate risks to health and safety so far as is reasonably practicable; and
(b) If it is not reasonably practicable to eliminate risks to health and safety – minimise those risks so far as is reasonably practicable. 

Section 36 continues by outlining the hierarchy of controls that must be implemented “if it is not reasonably practicable for a duty holder to eliminate risks to health and safety.”

Developing & implementing risk management tools would assist in fulfilling the above duties.

	c) Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011
	Location of document:

www.safeworkaustralia.gov.au

	
	Summary of contents:

This code of practice provides “practical guidance on how to achieve the standards of work health and safety required under the WHS Act and the Work Health and Safety Regulations (the WHS Regulations) and effective ways to identify and manage risks”. 

This code covers topics such as:
1. Consultation
· Emphasises the importance of managing health & safety risks
· A safe workplace is more easily achieved when everyone is involved in the identification, discussion & solutions for health & safety concerns
· Cooperation between duty holders
· Means of consultation
· Can be a formal, structured process or, as simple as talking directly to workers 
· Objectives of consultation 
· To ensure everyone associated with the work has a shared understanding of what the risks are, who is affected, and how the risks will be controlled.
· For duty holders to work together to plan and manage health and safety
· When workers must be consulted with
· Ample time must be provided to workers for them to discuss matters & provide feedback
· The benefits of drawing on the knowledge and experience of workers 
· May help to identify hazards and, choose practical and effective control measures (PCBU can make more informed decisions)
· Greater awareness and commitment
· Positive working relationships (workers feel heard & supported by management) because understanding the views of others leads to greater cooperation and trust.
2. When control measures must be reviewed (if consultation indicates a review is necessary)
3. Risk management tools & their benefits such as:
· Regular workplace inspections (informal walk arounds & formal audits) 
· Conducting worker survey’s
4. Information access 
· What information workers & their safety representatives must be able to access
· Protecting the privacy of personal information collected by risk management tools
.




	d) Safe Work Australia model Code of Practice: How to Manage Work Health and Safety Risks
	Location of document:

www.safeworkaustralia.gov.au

	
	Summary of contents:

Section 3 states that there are various ways a risk assessment can be undertaken depending on the type of hazard and the information, data and resources available. Risk management tools should not be difficult to use. PCBU’s are encouraged to seek expert or specialist advise in complex situations as specific tools may be required to assess the severity of potential harm (e.g. Asbestos technician may be called out to site to determine the quantity of ACM or set up monitoring). 

Section 3.1
Outlines when a risk assessment should be conducted: 
- If there is uncertainty about how a hazard may result in injury or illness
- If the work activity involves a number of different hazards and there is a lack of understanding about how the hazards may interact with each other to produce new or greater risks, or
- If changes at the workplace occur that may impact on the effectiveness of control measures.

Record Keeping
This code provides guidance on the type of information that should be kept:
· the hazards identified, risks assessed and chosen control measures (including any assessment tools used in working through the risk management process) 
· how and when the control measures were implemented, monitored and reviewed 
· who was consulted with 
· relevant training records 


	e) Guidance material
	Location of document:

https://www.worksafe.qld.gov.au/safety-and-prevention/creating-safe-work/managing-risks


	
	Summary of contents:

· The responsibilities of a business regarding risk management
· How to design a safer workplace 
· When a business is to manage risks
· How to manage risks (four step process)
1. Identify hazards
2. Assess the risk
3. Control the risk
4. Review the controls
This web page also links a user to other valuable websites, templates, worksheets & online tools.


	f) Organisational policies and procedures
	Location of documents:

Paynters Intranet - ASITE
BMS-PRO-006-001 Risk Management Procedure
BMS-PRO-001-001 Training & Competency Procedure
BMS-PRO-007-003 Monitoring Inspection Procedure






	Organisational policies and procedures (continued)
	Summary of contents:

Modifying and developing tools
Risk Management Procedure – outlines what tools are in place, when they are to be used & by whom. 

Paynters uses a continuous four stage process for managing risk across the organisation. The stages for that process are described below:
1. Identify hazards/aspects – find out what could cause harm through engagement with the workforce in a variety of ways.
2. Assess risks/impacts if necessary – understand the nature of the harm that could be a hazard, how serious the consequences could be and the likelihood of it happening.
3. Control risks/impacts – implement the most effective control measures using the hierarchy of risk control.
4. Review control measures to ensure they are working as planned.

This procedure also addresses the hierarchy of controls & states that controls are to be developed/implemented from the top down, with elimination of the risk as the preferred method. 
 

Communicating information
· Developing the HSEQ Management Plan
· The project manager is to consult with the site team & HSEQ team when drafting the plan to ensure all hazards are identified & risks adequately controlled 
· The project specific HSEQ Plan is to be sent to all subcontractors prior to commencing on site 
· This plan includes a detailed project risk assessment outlining all the control measure that both Paynters & the subcontractor are to put in place
· Site induction
· General & project specific risks are discussed with workers before they can commence on site
· Workers are also required to read through & sign onto their SWMS
· Hazard reporting 
· This is a means by which staff can communicate real time hazards/risks with the HSEQ team.   
· HSEQ Alerts to be developed & distributed companywide when deemed necessary by the HSEQ Manager (often after a significant event or constant non-conformance across the business)

Providing support on tools and their use
The Risk Management Procedure outlines the process of risk management and identifies minimum requirements for Paynters and any subcontractor who may be required to undertake a risk assessment for site specific activities. Paynters pride themselves in supporting subcontractors & working with them to meet required standard. If a subcontractor submits a risk assessment that is not sufficient, Paynters safety team will consult & assist the subcontractor until the required standard is met.

Paynters training & competency procedure addresses the requirement for all staff to receive a HSEQ induction/training relating to their position within the business.
The HSEQ Department will be responsible for implementing and maintaining an induction program suitable for familiarising new and current employees and contractors in the company’s HSEQ policies and procedures.
The training material and induction program will cover such areas as:
• The need for HSEQ Management Systems;
• HSEQ hazards/aspects relevant to Paynters;
• Using procedures that are specific to employee’s work areas.

HSEQ induction/training can be split into two categories:
· Direct Paynters employees 
· New employees receive an induction from their manager or supervisor to ensure they are familiar with relevant company HSEQ policies, procedures and practices.
· Ongoing support & training on risk management is to be provided by the HSEQ department
· Subcontractors & other visitors
· Project Managers are responsible for developing a project specific HSEQ induction and for ensuring that all personnel who work on or visit the project sites undertake the site Induction. 
· Toolbox talks provide another avenue for training

Reviewing tools
· Daily informal walk-through to be complete by site managers & foremen
· Weekly HSEQ inspections 
· PM monthly inspections
· HSEQ Monthly inspections
· HSEQ Plans are submitted to the HSEQ team for review before work commences on site
· Once implemented on site, project teams are to review the plan every 3 months to ensure it remains applicable to the project. The plan is then resubmitted to the HSEQ Team for approval
· Annual Senior Management Review
· Business risk matrix yearly review 
· This encompasses any changes to Paynters scope of work
· Internal meetings/ forums 
· (e.g. HSEQ Team meeting, HSEQ Committee, PM & CA meetings, Operations Meetings)
· SWMS
· All SWMS are to be submitted to Paynters at least one week prior to commencement of work on site. 
· The SWMS is to be formally reviewed by a Paynters supervisor using BMS-FRM-006-001-06 Safe Work Method Review Checklist.
· Task observations
· At least one Safe Work Method Statement (SWMS) a week must be monitored using the task observation template located on iAuditor

The above-mentioned review methods have been assigned to numerous staff members as KPI’s. Staff’s performance against these KPI’s are reviewed regularly. 




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref58826335]

	[bookmark: _Hlk106037766]There are a range of techniques, tools and processes used for physical or psychosocial hazard/risk identification, including:
· Hazard/risk checklists
· Hazard hunts
· Job safety analysis (JSA)
· Manifest/register (e.g. dangerous hoods, hazardous chemicals and plant)
· Surveys (e.g. questionnaires, interviews)
· Safe work method statement (SWMS)
· Workplace inspections and walk-throughs

[bookmark: _Hlk105776203]Respond to the following:
a) [bookmark: _Ref58826492]For each tool listed, identify its applications and limitations (i.e. usefulness and usability) within your workplace.
· Consider the logistical arrangements necessary to use and apply each tool, including:
· Communications
· Required personnel and resources to implement tools
· Timetabling and accessibility of work areas and processes
· Transport requirements
· [bookmark: _Ref58826425]For the identified limitations, outline recommendations to improve the effectiveness of each tool, considering consultation, liaison and logistical arrangements
b) [bookmark: _Ref58921467][bookmark: _Ref58826401]Explain how incident causation models can assist with the selection of WHS risk management tools. 
c) [bookmark: _Ref58921422]Name the individuals/parties you would consult with to determine:
· Suitable risk management tools for the workplace
· Necessary logistical arrangements for the use of risk management tools




	Hazard/risk checklists

	Application: A checklist will be utilised before commencing a task. It will provide assistance with determining if the task exposes workers to general construction hazards.  
It can also prompt workers to ensure they have assessed the activity and if sufficient controls are in place. If a new hazard or considerable change in risk is identified, workers will be prompted to review their current control measures to ensure they are adequate.    

Limitations: It is not practicable to capture all the possible hazards/risks associated with the work that Paynters conduct on a single checklist. If the checklist is too extensive, workers may not use it properly and just tick boxes so they can commence the task. 
Additionally, working off a checklist may restrict an individual from identifying hazards external to those listed on the checklist. 
In other situations, a checklist may not be detailed enough. Some activities require a detailed methodology (e.g. working at heights requires a rescue plan & equipment) and a checklist would only provide a base level of guidance for workers.  

Recommendations
Checklists are useful but should form part of a greater procedure/process. Checklist can be broken into categories, acting more as a prompt for the type of hazards/risks a worker should be looking for. For example, a checklist could prompt a worker to look for falls from heights, incorrect PPE, public protection etc. 




	Hazard hunts

	Application: Due to repetition or substantial time working on site, workers can become complacent to hazards. Hazard hunts can be beneficial as it requires workers to stop and consider the specific hazards that are present in the task they are undertaking. If conducted at regular intervals, hazard hunts can assist with identifying new risks that arise due to a constantly changing job site. 

Limitations: It can be difficult to directly involve workers in hazard hunts as it is often a task conducted by a Site Foreman, Site Manager or Safety Officer. It may take some time to instil a hazard reporting culture on site. Hazards are often identified and rectified immediately. Although this is good practice, it can mean that workers are not taking the time to report the hazards to the PCBU. This makes it difficult for the PCBU to identify trends and implement control measures at a higher level. 

Communications
For the hazards identified on site to be useful to Paynters as a whole, a reporting process must be developed. Hazards are to be submitted to & compiled in a master register. This information can then be graphed to detect trends across the business.  

Resourcing
Successfully implementing this tool requires effort from numerous parties. The HSEQ Team will need to provide training to site staff & set KPI’s. Site staff must then communicate the requirement to report hazards to subcontractors. This is often done through site inductions and toolbox talks.

Recommendations
· Create incentives (whoever logs the most hazards gets a reward)
· Make the process of reporting hazards easy & accessible (e.g. QR code or app on phone)
· Designate specific time to look for hazards (e.g. right after morning prestart)
· Focus on one trade/ subcontractor & provide training/conduct a hazard hunt with them
· Publicly display the site’s top 5 hazards for the week & discuss during prestart/toolboxes to create awareness
 

	Job safety analysis (JSA)

	Application: JSA’s are often used in conjunction with SWMS to ensure job-specific hazards (that are not already identified in the SWMS) are identified & controlled. Workers can be required to conduct a JSA each day before commencing work. This will capture any new risks such as a change in working conditions (e.g. it rained overnight so extra precaution should be taken when walking on the roof).   

Limitations: Subcontractors may believe that providing a JSA without a SWMS is sufficient. This may be acceptable in limited circumstances, but due to the nature of work conducted on construction sites, a more in-depth analysis of a task and its associated risks is required. Worker’s completing the JSA may not have had sufficient training & treat the document as a tick and flick.

Recommendations
· Implement a blanket rule that all subcontractors must provide a detailed SWMS
· JSA’s templates must be reviewed & approved before use to ensure they provide enough detail & appropriate for the scope of work.
· Accompany/participate in the JSA process with the subbie to ensure they are using it properly
Communications
During the site induction the site supervisor should consult with subcontractors to determine if they use a JSA including; when it is used, how it is used and who fills it out.


	Manifest/register

	Application:
Maintaining a manifest/register can assist the Site Manager/Foreman with keeping track of what hazardous chemicals are on site, which subcontractors are working with the chemical and, the associated SDS. 

Limitation: Manifests/registers need to be constantly monitored & updated. Often a subcontractor can bring a hazardous substance on site & not advise the PCBU. Additionally, even though it is the responsibility of the subcontractor to provide up to date SDS’s, the PCBU often end up having to update and file the document on the subcontractors behalf. 

Application
Another example of how a manifest/register would be used on site is to keep track of inspection/ test and tag dates on equipment (e.g. crane slings, chains and, harnesses). 

Limitations: The responsibility to inspect and tag equipment falls on owner of equipment (often the subcontractor). As a result, the PCBU aren’t required to maintain a register on behalf of all subcontractors. As information is not centralised, Paynters supervisor would have to trust that the subcontractors are monitoring the inspection due date on their equipment or constantly check/remind workers to get equipment tested.

Recommendations
· During the SWMS review, the PCBU are to identify any reference to equipment inspections & use of hazardous chemicals. 
· Site supervisor to remind workers during pre-starts to declare hazardous chemicals 
· Establish subcontractor reporting process (subcontractor to provide up to date register at agreed intervals)
· Set dates for internal review of register/manifest (e.g. weekly)

Communications
· The PCBU is to communicate the requirement for workers to declare if hazardous chemicals are on site (this can be communicated during site inductions or reminders can be issued verbally on informal site walkthroughs).
Required personnel and resources to implement tools
· PCBU to provide a register/manifest template to be used across the business.
· Site staff to enforce & maintain register on site


	Surveys

	Application: This technique can be used at toolbox talks, pre-start meetings or workers can be invited to complete in their own time (e.g. lunchbreaks). The survey should be short and ask direct questions that enable the PCBU to collect the specific information they are after.  

Limitations: This technique relies on participation. There are numerous reasons why a worker may not want to participate: 
· Time consuming 
· Workers are uninterested 
· Workers not wanting to answer questions honestly because they believe they will get into trouble. 

Recommendations 
· Keep it informal 
· Keep surveys short & to the point
· Cultivate an atmosphere where honesty & genuine feedback (good or bad) is encouraged
· Make surveys relevant to workers (e.g. phrase questions in a way that makes workers feel that what you are investigating will directly involve/benefit/affect them)
· Incentives

Communications
· Worker’s responses must remain private & in most cases anonymous (PCBU to communicate this to workers when introducing the survey)  
· There must be clear & valid reasoning to why workers are being asked to complete a survey

Required personnel and resources to implement tools
· HSEQ team (develop the survey)
· PCBU Management (specify what data they want collected/questions they want answered)
· Site supervisors (facilitate the survey)

Timetabling and accessibility of work areas and processes
· Due date to be determined before issuing to site (e.g. surveys must be submitted by COB Friday)
· Site supervisors to set time aside for workers to compete surveys (e.g. during/after prestart or toolbox)

Transport requirements
· Survey’s are usually completed online so can just be sent via email or, a QR code can be put up on site for workers to scan & access the survey


	Safe work method statement

	Application: Paynters require all subcontractors to provide a SWMS before they commence work. SWMS will detail the logical sequence by which a task is completed and how the hazards/risks present throughout the task will be controlled.
A SWMS will demonstrate that the subcontractor has considered all the hazards associated with an activity and implemented suitable control measures. Paynters will ensure workers are adhering to their SWMS at all times. This is often monitored through task observations. 

Limitations: Subcontractors often write SWMS so they can be used across numerous projects. This can result in subcontractors missing job specific hazards. It is important for the PCBU to review SWMS before work commences to ensure they are applicable to the work that will be undertaken. SWMS reviews will also identify if subcontractors have not implemented sufficient control measures or, relied on the lowest level of control when an alternative option is available.   
 
Recommendations
Subcontractors are not permitted to start on site unless a SWMS is submitted at the agreed timeframe (usually 1 week before works) & review by Paynters site supervisor. 

Consult with the subcontractor to determine different (higher) control measures.
Involve subcontractor in the review process (they shouldn’t feel like their SWMS are being scrutinized, rather improved upon)

Communications
· The requirement for subcontractors to provide SWMS is first noted in the contract
· SWMS are discussed with workers during induction and are signed to demonstrate understanding & acknowledgement of their contents

Required personnel and resources to implement tools
· HSEQ Team to develop a SWMS review checklist to be used across the business
· Paynters site supervisors are to complete a SWMS review before workers commence on site
· Subcontractor (usually the manager/office staff need to be involved if amendments are required)
Timetabling and accessibility of work areas and processes
· SWMS must be submitted 1 week before subcontractor arrives on site to allow time for a review & any amendments to be made
· SWMS must be kept on site & be easily accessible 


	Workplace inspections and walk-throughs

	Application: This can be a casual or formal process. Paynters supervisors can conduct informal site walks during the day or use an inspection template such as a task observation to assist them with determining if SWMS are being followed.  

Limitations: Workers are often on their ‘best behaviour’ when the PCBU are walking around site. As a result, an accurate representation of the behaviours on site may not be obtained.  Additionally, construction sites are dynamic & constantly changing. Hazards & risks change/appear throughout the day (e.g. a new excavation that isn’t barricaded sufficiently) and the PCBU cannot monitor this constantly.  Workers must take ownership of their work area and attend to hazards accordingly.

Recommendations
· Keep walkthroughs casual (you want to get an accurate representation of how they are completing their tasks)
· Make the inspection a discussion – ask questions, help the subcontractor come to a better result.
· Ensure subbies have their own inspection process during procurement/site induction. 
· Help improve subbie inspection processes/templates (provide them with a Paynters template they can get ideas from) 

Communications
· Inductions & toolboxes with staff addressing the importance of trades looking after their work area
· Check if subcontractors have inspection processes relevant to the work they carry out (e.g. roofers to complete end of shift roof inspections to ensure all materials are tied down)

Required personnel and resources to implement tools
· Paynters supervisors
· Subcontractor supervisors

Timetabling and accessibility of work areas and processes
· Paynters require a weekly site inspection, weekly task observation & monthly PM report
· Informal walkthroughs should be conducted at frequent intervals




	Causation models

	Using causation models is a holistic approach, resulting in the identification of immediate and underlying causes of an incident. It is only when these causes are identified that the PCBU can determine how best to manage risk.

Causation models assist as the PCBU are required to:
· Consider events and processes that extend as far back as required to identify root causes
· Investigate key events, conditions/circumstances that together resulted in the incident
· Determine points at which the incident could have been prevented




	Consultation

	· PCBU
· Workers 
· Manufacturers
· Health and Safety Committees 
· Experts (e.g. specialists for particular risks)
· Project Team
· Site team  
· HSEQ team (office & site)

Logistical Arrangements
· HSEQ Team to organise training sessions & site visits to assist with the roll out of tools
· User guides/manuals to be created so staff have something to refer to
· Administration team (e.g. Admin is responsible for organising iPads for staff. These iPad’s are used to conduct inspections)





	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref58826352]

	Select two (2) risk management tools (from Activity 2) which are suitable for your workplace. For each tool:
a) [bookmark: _Ref58826612][bookmark: _Hlk106039967]Explain the necessary training and instruction for individuals/parties to use the tool
b) [bookmark: _Ref58827168]Identify additional support that can be provided to individuals/parties to use the tool
c) [bookmark: _Ref58827181]How results and findings of its use will be collected, collated and analysed
d) [bookmark: _Ref58827383]The individuals/parties you would communicate results, findings and outcomes to
· Who has right to be aware of such results?
· Consider expert assistance you might need to interpret results




	Name of risk management tool 1

	Hazard hunts
Paynters have recently updated their hazard reporting process. Prior to July 2021, staff filled out a paper log/register which was submitted to the HSEQ team every month & manually entered into a spreadsheet. The new process involves logging hazards via Microsoft forms.


	Training and instruction

	Training included sending a formal email out to all staff announcing the change, developing & distributing a user guide, and conducting an introduction/instruction session via zoom.


	Additional support

	Training was tailored to each users’ needs. For some staff members, the above-mentioned training/training resources were sufficient. Other staff required additional help over the phone or in person via site visits. 


	Collecting, collating and analysing results and findings

	Microsoft forms automatically displays responses in an excel spreadsheet meaning the data can be utilised straight away. This spreadsheet is then fed into a program called Power BI which creates an interactive dashboard, displaying information such as:
· How many hazards have been logged 
· Category of hazards (e.g. fall from heights)
· Trade who was responsible for creating the hazard 

Information is displayed in bar & pie graphs, making it easy to analyse the data. Data is analysed each month by the HSEQ team for trends.


	Communicating results, findings and outcomes

	All Paynters staff have been provided a link to the Power BI dashboard. This dashboard is updated daily to ensure staff are viewing the most up to date information. 

Results/findings are often formally communicated via the following forums: 
· PM & CA meetings
· Senior management meetings
· HSEQ committee meetings
· HSEQ team meetings
· Performance reviews
· Project Team meetings
· Pre-start/toolbox meetings







	Name of risk management tool 2

	Weekly HSEQ Inspection

Paynters recently updated their inspection process by transferring templates onto a program called iAuditor. Previously, staff filled a weekly inspection report out on paper. However, results could not be easily extracted from these reports, nor did anyone have the time to look at them.   

	Training and instruction

	Like the hazard QR code, training included sending a formal email out to all staff announcing the change, developing & distributing a user guide, and conducting an introduction/instruction session via zoom.


	Additional support

	Training was tailored to each users’ needs. For some staff members, the above-mentioned training/training resources were sufficient. Other staff required additional help over the phone or in person via site visits. If any issues with iAuditor arise, staff are encouraged to reach out to the HSEQ team (phone or email) for troubleshooting.

	Collecting, collating and analysing results and findings

	iAuditor has a function called analytics which enables a user to manipulate the data & produce summaries/graphs. Some of the information iAuditor provides is:
· Average score
· Common non-conformances
· The time taken to complete inspections (can indicate how thorough staff are being)
· Any corrective actions assigned & if/when/how they were closed out

This info can then be used internally to analyse how Paynters policies, procedures, processes and systems are performing 

	Communicating results, findings and outcomes

	iAuditor has been set up in a way where staff can only see the inspections conducted on the projects they are working on. The HSEQ team & other members of management have access to all projects, enabling them to summarise the data & relay meaningful information to various groups within Paynters.

Results/findings are often formally communicated via the following forums: 
· PM & CA meetings
· Senior management meetings
· HSEQ committee meetings
· HSEQ team meetings
· Performance reviews
· Project Team meetings
· Pre-start/toolbox meetings





	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Hannah Ockendon

	
	

	Participant signature
	
	
	

	Date
	18/06/2022



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	6
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref35350969]ASSESSOR COMMENTS

	


Which of the following may influence the selection of risk management tools? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Having separate work sites
	

	
		Existing WHS management systems
	

	
		The types of activities, jobs and tasks conducted in the workplace
	

	
		Available workplace resources (e.g. equipment, transport)
	

	
		Timetabling requirements of staff and work areas
	

	
		Costs of using risk management tools
	

	
		Impact of tool’s use on the workplace (e.g. danger, disruption)
	




[bookmark: _Ref53472474]Match the following causation models and their descriptions by writing the appropriate letter next to each number in the centre column.

	Answer
	Causation Model
	
	Description
	

	
	1 
	Complex linear
	1 -B
	A 
	Series of events or circumstances which interact sequentially with each other. Incidents are preventable by eliminating one of the causes in the sequence.
	

	
	2 
	Complex non-linear
	2 -C
	B 
	Incidents are a result of combination of unsafe acts and hazard conditions which sequentially interact.
	

	
	3 
	Simple linear
	3 -A
	C 
	Incidents result from a combination of interacting variables, sometimes seemingly unrelated.
	





[bookmark: _Ref35417543][bookmark: _Ref58833076]	In which situations should individuals/parties be consulted regarding risk management tools? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		To determine suitable risk management tools
	

	
		In providing training and support for risk management tool use
	

	
		To determine necessary logistical arrangements for risk management tools
	

	
		To collect, collate and share results, findings and outcomes of risk management tool use
	




[bookmark: _Ref36734020][bookmark: _Ref58833078]	Which of the following individuals/parties should be consulted regarding risk management tools? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Contractors and subcontractors
	

	
		Family members of employees
	

	
		Health and safety representatives
	

	
		PCBUs or their officers
	

	
		Workers
	




[bookmark: _Ref58567672]True or False (Tick your response): Risk management tools may be customised to suit the workplace.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref58835146]	Analysis of data collated from the use of WHS risk management tools can reveal that modifications may be required to which of the following? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Application and use of WHS risk management tool
	

	
		Consultation and liaising practices
	

	
		Logistical arrangements
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	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS519
Lead the development and use of WHS risk management tools

	[bookmark: _Hlk106438567]Practical Task 1

	Description of task:
The participant is to develop/modify and use two (2) different WHS risk management tools to address physical hazards in an actual workplace. The participant is required to:
· Work with others to select/develop appropriate WHS risk management tools that meet legal and organisational requirements, considering logistical arrangements
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for workers to facilitate the required logical arrangements, as well as provide training for those to use the risk management tools
· Work with and support workers to utilise risk management tools, collecting information about outcomes of their use
· Analyse findings and make recommendations to modify/replace risk management tools and the associated consultation, liaison and logistical arrangements

The participant is to submit the following evidence with this Practical Assessment sheet:
· WHS risk management tools
· Presentation materials (e.g. PowerPoint) 
· Findings from monitoring effectiveness of risk management tools (e.g. report with recommendations)

The assessor is to provide detailed comments on the tasks completed by the participant. Detail should be recorded in the Assessor’s Comments (e.g. questions asked by assessor during presentation).

	Resources required: 
WHS risk management tool (if developing existing), Computer. 

	Assessment of task

	Name of participant:
	

	Name of assessor:
	

	Location:
	

	Date:
	

	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Select, develop and implement WHS risk management tools

	1.1A.  [bookmark: _Ref36106014][bookmark: _Ref36811071]Confirm and apply legal and organisational requirements with regards to risk management.
	

	1.1B.  [bookmark: _Ref58849980]Consult with others to select and modify/develop two (2) suitable risk management tools, considering factors, such as:
· Advantages and disadvantages of different tools (e.g. usefulness and usability, addressing incident causation)
· Timetabling to ensure required work areas and processes are accessible and in operation
· Resources required to implement tools (e.g. personnel availability, timetabling, transport)
· Communications (including training and other support)
· How tool effectiveness is to be measured (using valid and reliable methods)
	

	1.1C.  [bookmark: _Ref58849960][bookmark: _Ref36811141]Develop a presentation for workers which: 
· Explains legal and organisational requirements 
· Identifies requirements of risk management tools, including associated roles and responsibilities
· Provides training on the use of risk management tools
	

	1.1D.  [bookmark: _Ref37248237]Deliver presentation (in person/via live stream video) and listen to workers to respond appropriately to any questions.
	

	2 Use and review risk management tools

	1.2A.  [bookmark: _Ref58850112]Assist and provide support to workers to use risk management tools.
	

	1.2B.  [bookmark: _Ref58850121]Collect information about outcomes of risk management tool use. 
	

	1.2C.  [bookmark: _Ref58850131]Collate and analyse collected information, considering usefulness and useability of risk management tools.
	

	1.2D.  [bookmark: _Ref58850135][bookmark: _Ref58579984]Document outcomes of analysis in a report, proposing changes to:
· Risk management tools
· Consultation and liaison
· Logistical arrangements
	

	The Participant’s performance was:  Satisfactory     Not Satisfactory




CSTC Pty Ltd_RTO#0699_v1-0_15/12/2020	Page 3 of 4
image2.png




image1.png




