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ASSESSMENT FOR BSBWHS405

	Student name
	Richard Yang

	Date of assessment submission
	5/12/2018


	Trainer/Assessor’s name
	Brett Stoward

	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. Documents supporting policy/WHSMS
	· Workbook response (below)

	2. Policy/WHSMS planning and implementation
	· Workbook response (below)

	3. Evaluating WHS performance 
	· Workbook response (below)

	4. Review and improve WHSMS
	· Workbook response (below)


	
[bookmark: _GoBack]

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
	Probuild

	Workgroup
	Project team




	ACTIVITY 1 

	There are various legislative documents, standards and guidance documents to assist with the development of a WHS policy and associated WHSMS. 

Summarise what the following documents address (e.g. duties) with respect to a WHSMS:
a) Work Health and Safety Act 2011 (Qld)
b) Work Health and Safety Regulations 2011 (Qld) 
c) Australian Standard AS/NZS 4801:2001 
d) Australian Standard AS/NZS 4804:2001 
e) Standards Australia publication HB 211-2001 
f) A code of practice relevant to your chosen workplace
g) An example of guidance material from the regulator (e.g. WHSMS tools)




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	WHS Act 2011 Section 19 requires PCBUs (as far as reasonably practicable) to:
1. Ensure safe work environment; plant & structure; work systems; handling/use/storage of plant, structure & substances
2. Provide adequate facilities for workers, and access to same
3. Provide necessary information, instruction, training & supervision
4. Monitor worker health
5. Ensure premises are maintained so as to not expose workers occupying it to risk
Section 28: Workers have duties to:
1. Take reasonable care of own health and safety
2. Take reasonable care of safety of others
3. Comply with reasonable instructions from PCBU
4. Cooperate with reasonable PCBU policies/procedures to ensure health and safety
Section 47: PCBUs are required to:
1. Consult with workers on health and safety, and risks

	b) Work Health and Safety Regulations 2011 (Qld)
	Under Section 558 of the WHS Regulations 2011, operators of determined major hazard facilities must establish a safety management system for the operation of the major hazard facility, and implement the safety management system so far as reasonably practicable.



	c) AS/NZS 4801:2001
	
The Occupational health and safety management systems – Specification with guidance for use states:
Implementation of an effective OHSMS should, however, primarily lead to a reduction of workplace illness and injury, minimising the costs associated with workplace accidents.


	d) AS/NZS 4804:2001
	AS4804:2001 provides guidance to develop or implement and OHSMS, or improve an existing system so that it will be appropriate for the organisation; be integrated with other systems and core functions of the organisation; improve the organisations overall performance; and assist the organisation to meet its legal responsibilities

	e) HB 211-2001
	HB211-2001 is a guide for small businesses who have established an OHSMS but wish to develop it to conform with AS4801. Upon compliance this generally allows users to opt for self-declaration, rather than certification (optional)

	f) Code of practice
	According to Worksafe QLD Codes of Practice provide practical guidance for people to achieve standards required under the Act, and effective ways to identify and manage risks.
Approved codes of practice when followed correctly would achieve compliane with duties outlined in the WHS Act 2011.

	g) Guidance material
	Guidance material publications outline in simple to understand graphics/text information on how to manage risks associated with the subject activity, and to ensure general work health safety and compliance with requirements.




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Explain your involvement, as a workgroup supervisor, with incorporating the following policy areas into your organisation’s WHSMS:
· Injury management 
· Return-to-work 

In particular, explain how you would:
a) Contribute to the planning, development and promotion of these documents.
b) Seek the contribution and support of others in the planning, development and promotion of these documents. 
c) Apply these documents to your own and others’ work areas and job roles.
d) Communicate to others about the importance and application of these documents.




	Injury management policy

	Contributing to planning, development and promotion

	Injury management should firstly start at a prevention level, where measurable objectives and targets are set to ensure continued improvement to eliminate work related injury and illness.
The process for injury and claims management should then be developed, followed by rehabilitation programs/management.
These policies should then be made readily available to all workers/interested parties, so they understand the support out there in the event of injury/illness. The policy should then be set to be reviewed periodically to ensure relevance to the organisation and activities.

	Seek contribution and support in planning, development and promotion

	I would consult the parent company’s systems and processes first for input. I would then consult colleagues, contacts from other companies, regulators, support groups, workers etc. to understand what their experiences are and what they perceive to be effective methods for injury management policy.

	Apply policy/WHSMS

	I would publish this policy to the intranet, followed by an email to the whole organisation notifying everyone of the new policy. These would then also be sent out to the relevant HSE coordinator for each individual project team, who would organise for this to be printed and mounted to the wall hosting all other policies/procedures. If the new policy is drastically different to the previous one, a toolbox meeting may also be necessary for the team to be fully aware of the changes/requirements/additions.

	Communicate policy/WHSMS

	As above, the primary communication would be via email and physical placement on noticeboards. Secondary means could also be flyers/pamphlets and toolbox meetings highlighting the changes/new policy.




	Return-to-work policy

	Contributing to planning, development and promotion

	I would review the processes/requirements for organising insurance for injured workers, appoint a return-to-work coordinator/point of contact, and document a process to be followed in the event of an incident/injury, which I would publish as a policy and distribute to the team/post on noticeboards.

	Seek contribution and support in planning, development and promotion

	I would first see if the parent company has any requirements/existing policies in place for return-to-work, and if they are still relevant or need updating. I would then consult colleagues, HSE managers, other company’s HSE team, regulators, support groups and workers etc. for input and comparison to ensure the return-to-work process is the most effective and supportive for the worker.

	Apply policy/WHSMS

	As with the injury management policy, the return-to-work policy would be published to the intranet once finalised where it is available for everyone to view. I would also send this out as a company-wide email update so every worker knows the changes/amendments/new policy. At a project level, I would communicate the changes to the project manager/HSE coordinator and advise them to place a physical copy of the policy on the noticeboard, and to talk to the team in a meeting environment about the changes, and to toolbox if required.

	Communicate policy/WHSMS

	As with the above, primary means of communication would be through email and project noticeboards. The project manager/HSE coordinator should also raise the changes with the team as required/when appropriate, and toolbox the session if the changes are major.





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to evaluation of these areas.
b) Communicate and explain evaluation of WHS performance to others. 
c) Facilitate others’ contributions to evaluate WHS performance. Be sure to consider timely collation of feedback.
d) For each area, provide one (1) example of a limitation that might exist in the WHSMS (or a possible negative effect of the WHSMS on WHS) that could be identified through the evaluation. 




	Compliance with WHS legislation

	Contribute to evaluation

	Main measures of evaluation to WHS legislation include:
- auditing to AS4804
- general examination for compliance with WHS legislation
- ensuring any changes to legislation are reflected in policies and processes to ensure continued compliance

	Communicate and explain evaluation

	In past experiences in my workplace, audits are conducted and then followed by a debriefing session which outlines comformances, opportunities, improvements and non-conformances. These are generally helpful sessions that provide feedback on the WHSMS in place, and provide opportunity to address and close-out.

	Facilitate others’ contributions

	As mentioned above, others’ contributions can include 3rd party auditors engaged both by the PCBU or others (such as the client/principal). Opportunities, improvements and non-conformances should be closed out/rectified as per the feedback provided.


	Example of a limitation or negative effect

	If the auditing process of the PCBU is negative, the PCBU may feel demotivated/unstimulated if there is a long list of outstanding corrective actions, even if they are required to be rectified. 




	Incident investigation

	Contribute to evaluation

	Measures to contribute to evaluation:
- Review past experiences with incidents and results of previous investigations/assessments and disruption associated with OHS (as outlined in AS4804)
- Review whether investigation process focuses on identifying system deficiencies rathe than apportioning blame

	Communicate and explain evaluation

	Communicate directly with the incident investigation team and review the outcomes, and to use this to develop control measures that will pevent a recurrence of the same incident.

	Facilitate others’ contributions

	Incorporate the outcomes/results and control measures strategized from the incident investigation into the overall WHSMS to ensure the same incident (or foreseeable incidents of similar nature) do not occur again. The PCBU/management have a responsibility to authorise, develop and resource any required actions.

	Example of a limitation or negative effect

	Any shortfalls in existing WHSMS may incur a financial cost for the PCBU/management to change or even overhaul their existing WHSMS. However, it is a fundamental requirement in legislation for PCBUs to eliminate risks to health and safe as far as reasonably practicable, or to minimise risks as far as reasonably practicable (if elimination is not possible). 




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to review and improvement of these areas. 
b) Communicate and explain to others the review and improvement of the WHSMS. 
c) Facilitate others’ contributions to review and improve the WHSMS. Be sure to consider timely collation of feedback. 




	Compliance with WHS legislation

	Contribute to review and improvement

	The process for reviewing and improvement should identify areas of improvement that lead to improved OHS improvement. As outlined in AS4804, I would assess policies, systems and proceses for:
- causes of non-conformance or deficiencies to legislation;
- verification of effectiveness of corrective/preventative actions and controls, through third party consultants, guidance notes and codes of practice etc., and;
- develop and implement corrective/preventative actions for any potential hazards

	Communicate and explain review and improvement to others

	In my workplace, it has been helpful when the WHS coordinator sends updates to the team via email about the status of the current systems in place or if there are any changes/amendments to internal requirements. As such, I would communicate these reviews and amendments to others via email, and if significant enough, hold a team meeting.

	Facilitate others’ contributions

	If I were a point of contact for WHS on the project (ie. HSE Coordinator), I would deal directly with the auditor of the project. At the end of the audit I would discuss all the raised recommendations/improvements with the WHS management team and review whether these aspects are relevant to the project, or to the business as a whole. A discussion between the HSE management team may result in the development of new policies/procedures in light of the recommendations raised.




	Incident investigation

	Contribute to review and improvement

	To review and improve the incident investigation itself, I would review past investigations and HSE trends to identify whether the investigations and resultant corrective/preventative actions have been successful in preventing recurring incidents. If incidents are recurring (which hopefully should’ve been picked up already), then this suggests a flaw in the investigation and reporting process and needs to be reviewed. I would try and review this with the internal HSE management team first, then engage a consultant for peer review of the new investigation process.

	Communicate and explain review and improvement to others

	As outlined in AS4804, communication of continual improvement can be achieved through documenting any changes in procedures and processes. I would publish any changes to the current incident investigation process on the company intranet and follow up with an email to the team to let them know of the changes, and also bring it up in the next team meeting. If necessary, I would run a separate meeting specifically on the new processes but this would generally with the incident investigation team only.

	Facilitate others’ contributions

	Pending the outcome of the Review and Improvement of Incident Investigation, I would discuss the findings with the HSE management team and review how best to incorporate the improvements into the existing investigation process.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following are elements of WHS policy that belong within a WHSMS? Select all that apply.
☐ 	Commitment to comply with relevant WHS legislation
☐ 	Effective rehabilitation management of work injuries and disease 
☐ 	Documenting, implementing, maintaining and communicating the WHS policy to all workers
☐ 	Return to work of injured workers

	☐

	2. Development, promotion and communication of WHS policy are the responsibility of PCBUs only. 
☐ 	True
☐ 	False 

	☐

	3. It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS 
☐ 	True
☐ 	False 

	☐

	4. Which of the following are types of evaluation processes for monitoring WHS performance? Select all that apply. 
☐ 	Worker health surveillance
☐ 	Writing policies and procedures 
☐ 	Monitoring effectiveness of risk controls
☐ 	Auditing

	☐

	5. The WHS regulator provides which of the following to assist with policy and WHSMS development? Select all that apply.
☐ 	Fact sheets on the role of return-to-work practices
☐ 	Fact sheets on what happens when a worker is injured
☐ 	Work Health and Safety Consultation, Co-operation and 
Co-ordination Code of Practice
☐ 	Return to work checklists

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	Tick boxes won’t work so answers are as follows:
1. All options
2. False
3. True
4. A, C, D
5. A, B





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. Obtain a copy of a WHS policy/Work Health and Safety Management System (WHSMS) to evaluate and review. 
	☐

	B. Evaluate the WHS policy/WHSMS reflects legislative requirements for return-to-work and injury management procedures (e.g. duty holder requirements), flagging areas that require modification.
	☐

	C. Explain the outcomes of the evaluation to others and seek their contribution and support when writing updates to WHS policy/WHSMS.
	☐

	D. Present and promote (verbally and electronically) the updated WHS policy/WHSMS components to another worker, explaining how the new WHS policy/WHSMS is to be implemented by workers.
	☐

	Name of observer
	Brian Clark

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

	Phone number of observer
	3073 9058

	Email address of observer
	bclark@probuild.com.au

	Signature of observer
	
	Date
	3/12/2018
	Comments
	See attached accompanying document for electronic responses.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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