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BSBWHS415 
Contribute to implementing WHS management systems 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS415 Contribute to implementing WHS management systems cover all aspects of the unit of competency required. To demonstrate competence 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

ACTIVITY 1  This workbook will occur under standard assessment conditions.
a. 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)
ACTIVITY 2  Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
ACTIVITY 3  Please fill in the details below, providing your name, signature and date of assessment.
a. Your signature acknowledges that this is your own work.
ACTIVITY 4  Assessors are to complete marking in pen of a different colour to the Participant.
ACTIVITY 5  If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
a. If a Participant changes their response in writing, they must put their initials next to the written change.
b. If a Participant changes their response verbally, this must be noted on the document by the assessor.




	[bookmark: _Ref396827952]Participant name
	Caroline Jane
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	Date
	19/04/2023



	Assessor name
	Andrew Neall

	
	

	Assessor signature
	
	
	

	Date
	19/04/2023




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

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	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, 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
	CPB Contractors Pty Ltd

	Workgroup
	Plant Yard




	· [bookmark: _Ref37237267]

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

Summarise what the following documents address (e.g. duties) with respect to a WHSMS:
1. Work Health and Safety Act 2011 (Cth)
2. Work Health and Safety Act 2011 (Qld)
3. Work Health and Safety Regulations 2011 (Qld) 
4. [bookmark: _Ref37240751]A code of practice relevant to your chosen workplace regarding risk assessment
5. [bookmark: _Ref37238701]Australian Standard AS/NZS ISO 45001:2018 
6. [bookmark: _Ref37238640]The ‘Safety Management System Audit Report’ from the Queensland Regulator, Workplace Health and Safety Queensland (refer to Handout 1)
7. [bookmark: _Ref37237767][bookmark: _Ref37238317]Organisational policies regarding return-to-work and injury management
8. [bookmark: _Ref37237769][bookmark: _Ref37238320]Organisational procedures regarding return-to-work and injury management
9. Organisational process regarding return-to-work and injury management





	
	Summary of contents

	1. Work Health and Safety Act 2011 (Cth)
	The Work Health and Safety (WHS) Act 2011 (Cth) is an Australian law that addresses the requirements for health and safety management systems in all workplaces. It highlights that employers must provide a safe working environment for all employees and people, and it outlines a range of responsibilities and obligations that all parties (PCBU and workers) must follow to ensure that health and safety risks are identified and managed in the workplace. 

The Act requires PCBUs to maintain a health and safety management system that is appropriate for their business including but not limited to;
· Policies and procedures
· Risk management
· Incident reporting
· Consultation with workers
· Providing information and training
· Supervision
· Workers to comply with all reasonable instructions from a PCBU and
· Worker to cooperate with all reasonable policies or procedures from a PCBU regarding health and safety
· Workers to take reasonable care for themselves and others
The Act is intended to promote a safety culture in the workplace by establishing clear responsibilities and obligations for all people (PCBU, workers and the public) in the identification and management of health and safety risks


	1. Work Health and Safety Act 2011 (Qld)
	The WHS Act 2011 (qld) is very similar to the WHS Act Cth, however it is specified to qld only. It has been established to help protect the workers (and all other people who may be affected) well-being whilst at work. 
It clearly defines duties for all workers, including taking reasonable care for their own health and safety and the health and safety of others both during work and during work breaks while they are at the workplace of the PCBU. The WHS Act of QLD has also added an exceptions section under number 34 regarding volunteers and rules regarding manslaughter.
The WHS Act (qld) 2011 clearly defines the requirements for a health and safety management systems to include, but not limited to:
· Policies and procedures
· Risk management
· Incident reporting
· Consultation with workers
· Providing information and training
· Supervision
· Communication and participation
· Workers to comply with all reasonable instructions from a PCBU and
· Worker to cooperate with all reasonable policies or procedures from a PCBU regarding health and safety
· Workers to take reasonable care for themselves and others

This legislation provides the frame work for a safety culture and workplace in defining clear roles, responsibilities and obligations for both workers and PCBUs for identifying and implementing WHS management systems


	1. Work Health and Safety Regulations 2011 (Qld)
	The WHS Regulation 2011 (qld) provides guidance on specific areas regarding the WHS Management systems including, but not limited to:
· Policies and procedures
· Identifying risks
· Controlling the risk
· Monitoring and reviewing the systems in place
· Emergency Plans
· Incident reporting and investigations
· Consultation and participation
· Supervisor 
· Training
· PPE
· First aid requirements
· Accessible facilities
· Plant

The WHS Regulations 2011 (qld) goes into clear details regarding the construction industry, high risk work and hazardous chemicals, all of which affect how CPB Contractors establish their policies and procedures, especially regarding our seven Safety Essentials. 
The Regulation also describes the Hierarchy of control measures which have formed the basis for all CPB Contractors policies and procedures. 

	1. Code of practice
	Code of Practice (Construction) 2018.
This code of practice outlines the safest practices and procedures for effective management within the construction industry in Australia. It highlights the following key elements:
· Identifying hazards
· Assessing the risks
· Controlling the risks
· Maintaining and reviewing control measures
· Safe Work Method Statements (SWMS)
· WHS management plans for construction
· Information, training, instruction and supervision
· Specific duties (all)
· Communication and consultation
· General workplace construction management i.e., PPE, work areas, lighting, essential services etc.

The Code of Practice for Construction Work 2018 is designed to promote safety and highlight the essential of risk management for construction.


	1. AS/NZS ISO 45001:2018
	Occupation health and safety management systems (OHSMS) is an international standard that provides the basis for preventing injuries, work-related illnesses, and fatalities in the workplace.
The standard requires PCBUs to establish and maintain management systems that focus on identifying and controlling occupational health and safety risks and hazards however, it highlights the obligations that all legal and legislation requirements be meet above the standards.  

This standard can be used to support PCBUs in improving their health and safety performance and clearly defining their objectives regarding controlling and reviewing all risk and hazards. 

It highlights the importance involving workers and relevant stakeholders in communication and participation in the development and implementation of the OHSMS, helping engage and empower all workers to contribute will create a safety culture in the workplace. 

	1. Guidance material 
	The Safety Management System in QLD outlines results of an audit to conduct a safety management system in Qld. The audit intends to see if the safety management system being evaluated needs any improvement. 
The document highlights who the audit is for and who will be auditing them. It acknowledges the cooperation of staff and ensures confidentiality. The audit provides a summary of the process, procedures used and how it records the findings.
 It may offer recommendations and corrective action along with compliance in the conclusion if necessary. 
Overall, the Safety Management System is an objective way to evaluate how effective the management system is and improve safety practices.  

	1. Organisational policy
	CPB Contractor’s policy on returning to work and injury management that intends to keep the works and contractors safe. 
CPB Contractors policy highlights that:
· Early intervention and the importance of appropriate care and support as quickly as possible is essential
· CPB offers individualised support as it recognises that each injury is unique and therefore needs differing support
· Communication and collaboration between all parties involved including the external service providers
· Rehabilitation and return to workplaces are put into place as soon as possible (where appropriate), tailored to the needs to the injured worker
· Injury prevention. Identifying what caused the hazard / risks in the workplace and how can they prevent injuries from occurring again (or in the first instance)


	1. [bookmark: _Ref37239430]Organisational procedure
	CPB Contractor’s procedure for managing return to work and injury management is designed to help provide support to any workers who have had an injury or become ill whilst at work. The procedures are: 
· Assist with ongoing medical treatment
· Propose Return to Work Plan (RTW)
· Implementation of agreed RTW Plan
· Review RTW Plan
· Monitor Worker


	1. [bookmark: _Ref37239395]Organisational process
	CPB Contractor’s procedure for managing return to work and injury management is designed to help provide support to any workers who have had an injury or become ill whilst at work. The procedures are: 
· Notification and initial response – Employees and workers are encouraged to notify their boss as soon as possible after an injury or illness occurs. The injury management process is initiated by the supervisor completing an injury notification form and providing care to the injured person/s. 
· An assessment and referral are required to determine the appropriate medical treatment and support and the worker may be taken to an external service is needed.
· Rehabilitation and return to work planning is the next step. The injury management coordinator (usually a member of the safety team) and the supervisor will develop a return to work plan that is tailored to the workers needs and what their capabilities are. The plan will go into detail about the steps that will be taken to help the employee return to work safety as soon as possible.
· Monitoring and reviewing the injured workers progress is monitored through the whole process. This requires regular reviews and assessment to ensure the plan is effective and if needed, adjustments are made
· Injury prevention is included in this procedure to identify and hazards and risks and provide any training and or support needed to all workers to avoid the injury occurring again.





	Satisfactory Outcome
	
	





	· [bookmark: _Ref37237300]

	Explain your involvement, as a workgroup supervisor, with implementing the following elements of a WHSMS plan:
1.1A.  Injury management 
1.1B.  Return-to-work 

In particular:
1. [bookmark: _Ref37237344]Use examples to explain how you would contribute to the planning, development and implementation of each elements, as relevant to your own workgroup
1. [bookmark: _Ref37237328]Explain how you would seek the contribution and support of others in the planning, development and implementation of each element 
1. [bookmark: _Ref37237333]Communicate to workgroup members about the importance and application of each element in terms of meeting WHS policy




	Injury management

	Contributing to planning, development and implementation

	As a workgroup supervisor in the Plant Yard for CPB Contractors I would need to consider the following when planning, developing and implementing a WHSMS plan:
· Ensure ongoing compliance with WHS legislation
· Participate with the development of safety policies and procedures
· Develop effective injury and claims management strategies / plans / processes
· Establish effective rehabilitation management of work injuries and illness
· Conduct risk assessments, identifying potential hazards and assessing the risks associated with them
· Developing recommendations on how to mitigate the risks identified
· Risk Management systems – creating checklists, organising regular inspections and collecting of data sheets and other useful information, i.e., take 5’s, prestarts etc.
· Promote safety awareness, communication and consultation with workers. This could be done via training sessions, safety posters, brochures, and encouraging workers to report all unsafe behaviour and working conditions
· Investigating accidents and incidents via conducting interview with workers, reviewing documents and analysing data to see what went wrong and how it can be prevented in the future
· Monitor and evaluate if the injury management strategies are effective. I would do this by collecting data and tracking any injuries to see where there could be improvements
· Determining who is responsible for contributing to the WHSMS plan
· Internal audits


	Seeking contribution and support in planning, development and implementation

	By seeking contribution and support during the planning, developing and implantation of injury management, I can ensure that the strategies are comprehensive, effective and well implemented.  Here are some ways I would seek contribution and support from others;

· Involve stakeholders, including workers, supervisors, managers, HSRs and safety committees. I would do this by consulting them, seeking their input and incorporating their feedback into the strategies. This could be done at daily prestart, toolbox talks and training sessions
· Communicate effectively. I would need to make sure that everyone involved understood the objectives and the importance of the injury management strategies. By open communication and ongoing regular discussion with all stakeholders, I can keep them informed and engaged
· Training – providing training to all stakeholders regarding injury prevention, hazard identification and risk assessment is essential for everyone to understand what is needed to go into the WHSMP. This could be done via online training session, onsite training sessions and by external training providers 
· Incident Reporting – encoring workers to assess work conditions and report on any unsafe work areas or incidents is vital to collecting data and reviewing your injury management plan
· Providing resources for all workers such as PPE, hazard identification tools such as Take 5, prestart cards and SWMS. This will help in identifying hazards and risk and will also help in the reporting 
· Monitor and evaluate – the injury management strategies need to be regularly monitored and evaluated to see if the WHSMS is effective. Using the information captured in reporting can help me and all workers to adjust the strategies when it comes to planning, developing and implementing.


	Communicating about WHSMS element

	To effectively communicate to workgroup members about the importance and application of each element in terms of meeting WHS policy, I would use the below steps as a guide:
· Use simple, clear language, know your audience. I would ask myself, who am I speaking to? 
· Create clear and concise documentation. I would make sure the injury management plan was easy to read, easy to understand and follow and make this available to all workers
· Training – I would hold training sessions to ensure all workers understood what the injury management systems and plans were. These training sessions would allow workers to ask questions and clarify any issues they had
· Visual aids – using visual aids such as charts, videos, posters and brochures to highlight key messages will help keep the information fresh in workers minds and make it easy for them to remember. These would be distributed around the Plant Yard and in crib rooms, so all workers can see and be reminded
· Regular review – keep communication open to allow for regular review from not only myself but all workers. Reviewing the systems and plans are essential to make sure they are still up to date and effective / relevant




	Return-to-work 

	Contributing to planning, development and implementation

	As a workgroup supervisor in the Plant Yard for CPB Contractors I would need to consider the following when planning, developing and implementing a WHSMS plan regarding return to work:
· Ensure ongoing compliance with WHS legislation
· Appoint a Return to Work Coordinator (RTWC) – at CPB Contractors we have a worker who looks after all our injuries for the Plant Yard. They would provide the worker details on lodging a claim and compensation options through workers compensation (Work Cover QLD) and provide them with the relevant forms. I would work closely with the RTWC throughout the whole process.
· I would work closely with the worker and RTWC to create a Return to Work (RTW) plan, working directly with the injured worker to develop a customised plan that will suit them and help them to get back to work as soon as possible
· Rehabilitation – provide assistance for the worker and have a medical assessment conducted
· Monitor and evaluate if the injury management strategies are effective. I would do this by collecting data and tracking any injuries to see where there could be improvements. This could also come in the form of internal audits
· I would provide training and support to the injured worker and all workers regarding risks and hazards. This could be done internally or by an external provider either face to face or online. 
· Communicating with stakeholders including all workers, supervisors, managers, HSRs and safety committees, the injured workers healthcare provider, the RTCW and any doctors. This can help build trust and show support to the injured workers
· Review to improve – I would keep all documentation and review all RTWs and workplace agreement to ensure the best possible plans had been created and that they were suitable to the injured worker. This could also be done by internal audits and feedback from all workers


	Seeking contribution and support in planning, development and implementation

	Seeking contribution and support from others is critical to the success of any return to work WHSMS. By delegating and engaging stakeholders, they become part of the vision and help build the plan. Through communication this provides support and encourages input  from everyone to achieve the systems implementation. Here are some ways I would seek contribution and support from others:
· Firstly, I would identify who the stakeholders were. This may include workers, supervisor, managers, HR, and safety team by including these stakeholders I can explain the purpose and benefits of the system and together we could use all our knowledge to create a system that would see all angles. (from all different disciplines in construction)
·  Communication – this is key to creating any system. By setting goals, objectives and expected outcomes we can create a vision of what we would like the return to work WHSMS to look like. These would be online with CPB Contractors values and goals and keeping all workers safe. For an effective system, policy, process and procedures are essential to any planning and communication.
· Feedback – allow stakeholders enough time to provide feedback and to raise concerns or questions. This could be done during prestart, toolbox or any other work meeting
· Training – providing training and support is essential to any WHSMS being implemented well. Scheduling a meeting with key stakeholders and coaching them on how to implement the return to work WHSMS, what the main goals and objectives are, along with ongoing support will help to keep our workers safer out on site. Training should also be provided for emergency response and incident investigation along with risk assessments and hazard identification for all workers or key stakeholders such as leading hands, supervisors and mangers


	Communicating about WHSMS element

	As a supervisor for the Plant Yard, communication is so important regarding return to work WHSMS. It is essential that all stakeholders understand the importance and are committed to the WHSMS for it to work correct. Here are some steps I would take to effectively talk to the workers at the Plant Yard:
· Communication – I would set a meeting aside (perhaps with a BBQ on a Friday morning) to discuss the importance of why the return to work WHSMS is important. I would highlight that it has been created to keep everyone safe and to reduce workplace injuries and illnesses and to provide everyone with somewhere safe to work. 
· I would provide training and support to all workgroup members and stakeholders
· I would ask for feedback, questions and concerns to be raised about what is working well and what could be improved. This will help the system to be continuously improved. It also helps to know that all workers understand the system and are committed to using the system.






	Satisfactory Outcome
	
	





	· [bookmark: _Ref37237390]

	You are required, as a workgroup supervisor, to contribute to reviewing the elements of the WHSMS plan addressed in Activity 2:
1.1C.  Injury management 
1.1D.  Return-to-work 

Explain how you would:
1. [bookmark: _Ref37237392]Monitor each of these elements, to ensure they are effective and providing safe systems of work 
1. [bookmark: _Ref37237406]For each element, provide one (1) example of an implementation limitation that might be identified through the evaluation 
1. [bookmark: _Ref37240039][bookmark: _Ref37237408][bookmark: _Ref37238036]Propose two (2) adjustments to improve the WHSMS implementation plan to address each limitation, identifying the preferred option after considering time and resource constraints that may exist
1. [bookmark: _Ref37239984]Explain how you would document and distribute the details of the adjusted plan, considering required training and induction requirements




	Injury management

	Monitoring effectiveness

	To ensure each of the elements in a WHSMS, Injury Management plan was monitored effectively, I would follow these steps:
· Identify and review all elements of the WHSMS Injury management plan, including but not limited to  (listed in more detail in Activity 2): WHS legislation, risk assessments, incident reporting and investigation, rehabilitation, return to work programs and ongoing monitoring, inductions and internal audits. I would also use communication and participation to gain as much feedback from workers to incorporate ideas and ways to review current elements of the WHSMS
· Create Key Performance Indicators (KPIs): Set targets that are realistic and help me to measure progress and highlight areas for improvement.
· Implement tracking systems: I would capture data and information for each KPI that I set. This would involve creating and setting up databases and spreadsheets that are CPB approved processes
· Based on analysing the data, I would take corrective action to improve our performances. This could be anything from reviewing and revising policies and procedures, providing training to staff or making changes to the WHSMS


	Example limitation 

	[bookmark: _Hlk132787155]It is important to be aware of all limitations regarding WHSMS injury management plans, as this is how we can take steps to fix these issues before accidents, injuries or illness occur.
· Not everyone at work will want to speak up and contribute
· Human error is always possible
· Limited scope and resources to cover all areas and topics
· WHSMS can be based on a reactive no proactive approach. i.e., responding to incidents and accidents after the event has occurred
· There could be a difficulty in measuring effectiveness or the WHSMS if everything is going along smoothly for a while, there might not be new data to analyse
· Onboarding vast quantities of new workers could result in workers not understand inductions or being given to much training in a small amount of time
  

	Adjustments 

	· [bookmark: _Hlk132787187]Applying Ask, Engage, Hear, Act (AEHA) is a system that can help improve communication and consultation with workers regarding WHSMS. Using this system is a great way to make sure you’re asking workers if they understand procedures, reporting injuries, if they even feel comfortable to communicate with their managers and each other. Offering face to face team training is a great way to get workers to trust each other and help them engage with each other. Listen to what the workers say is essential in building trust and Acting on this feedback and implementing it into the injury management plan will show workers they are heard and their feedback is appreciated
· To reduce human error standardising procedures and creating checklists are great ways for workers to have items to follow and make sure all elements of the plan are being accounted for. Making sure to train all workers in these policies and procedures is essential in equipping them with the knowledge and skills to perform their duties correctly
Overall, the main adjustment I would take from here is to put more planning and implementing into training. To make this a top priority and to be included in all induction requirements and onboarding of workers. This to me is the key to providing all workers with the education and skills to deliver a WHSMS that is effective and ultimately to keep all our workers safe.
.

	Communicating adjustments

	Any time an adjustment is made to a WHSMS injury management plan it must be documented and distributed to make sure all stakeholders are aware of the new procedures and updates. I would follow the below steps to implement these changes:

· I would create a document that outlines the changes that have been made to the injury management plant. This would include any new training requirements, policy and procedure updates and any changes to the way reporting requirements are made
· I would identify which stakeholders needed to be notified e.g., workers, supervisors, managers, safety teams and if external contractors need to be made aware as well. I would then choose the best option to distribute the update document/s either by email, company intrant, or in a hardcopy form with a sign on sheet depending on my stakeholders. It would also be presented to workers at prestart or toolbox face to face to allow workers time to ask questions.
· Depending on the extent of the changes, it may be necessary to provide updated training to workers and all relevant stakeholders. This could be done in a team training exercise with a CPB supervisor conducting the training or it could be done with an RTO performing the face to face team training. It could also be done online through training modules or via videos.
· If changes were significant the induction process and procedure may also need to be updated to ensure all new workers and contractors are provided with the relevant training as part of their onboarding / induction process. This would also include a signed acknowledgment from the work if done face to face or docu-sign form of acknowledge once the online modules were complete.
· Once all new documentation had been distributed, it would be saved on our network drive with any signed paperwork in date order. This would be available for anyone to read and review at any time.





	Return-to-work

	Monitoring effectiveness

	To monitor the effectiveness of the WHSMS return to work plan I would follow the below steps:
· Identifying the elements that make up the return to work plan (listed in more detail in Activity 2): WHS legislation, risk assessments, hazard identification, training and communication, monitoring the health of the workers and reporting all incidents
· Establish indicators that can be measured for each of the elements in the plan. For example, tracking the number of incidents, monitor compliance and evaluate if the training provided is effective. 
· Communicate with all stakeholders involved, including the Return to Work Coordinator (RTWC), rehabilitation providers, Drs, HSR and workers. This will help build teams and show support to the retuning worker/s.
· Monitor the systems: this could be anything from assigning the responsibility to a specific team or individual, setting up meetings, setting up regular reporting cycles and KPIs or establishing a system for open communication and feedback
· Analyse and evaluate all results will help to improve the process. It also allows for each individual worker to have a return to work plan create especially for them that is suited to getting them better and back at work as soon as possible.
· Implementing improvements will help to revise policies and procedures that may have become out of date or where training may need increasing and addressing. 
.

	Example limitation

	[bookmark: _Hlk132787332]It is important to be aware of all limitations regarding WHSMS Return to work plan. Below are few limitations that I see in the return to work plan:
· Recording of data can be a time-consuming and resource intensive exercise. It can be challenging for a company like CPB who have a large volume of workers that may be on complex return to work plans. There is also the risk that human error and data being misreported or accidently be entered incorrectly. Some workers a very private and can be reluctant to disclose personal health information and may not give accurate reports du to concerns about potential negative consequences later on in their career.
· Lack of training is a huge limitation. If staff are not trained in how to support injured workers it may impact the worker in a negative way.
· Communication can be a challenge with regards to a return to work plan. There are sometime many stakeholders involved such as RTWCs. Drs. HSR, supervisors, managers, health care providers and other relevant disciplines. Everyone must be aware of their responsibilities in the process. 
· Systems and communication: This could be a limitation if 6 out of the 8 stakeholders liked to send emails and 2 stakeholders liked to have phone calls. Some stakeholders might prefer to meet face to face and some may feel text messages or emails are appropriate. This would allow for a lot of lost data and monitoring to take place and also for the stakeholders to not know where the worker was at with their plan.


	Adjustments

	· Tailoring to the injured worker. To really take into account aspects like age, ability, overall health and any personal circumstances. This could be done by additional consultation with the injured worker and all stakeholders. This is a timely and costly adjustment and probably not the only way to help the injured worker/s.
· [bookmark: _Hlk132787479]Communication, training and implantation of systems are from what I can see, the most crucial aspects of creating an effective return to work plan. As a supervisor for CPB Plant Yard, my adjustment would be to use one system (portal) to communicate with all stakeholders. This system (portal) would be the policy and procedure of how all communication must be reported. This way, there is a tracking of information, and all relevant stakeholders are included on all correspondence. Training must be provided to all stakeholders on how to use this system (portal) effectively. It would allow for meetings to be booked through the portal and all conversations recorded. It would also allow for return to work plans to be updated with all versions still visible to all stakeholders to see and monitor the effectiveness of the plan.  



	Communicating adjustments

	Any time an adjustment is made to a WHSMS return to work plan it must be documented and distributed to make sure all stakeholders are aware of the new procedures and updates. I would follow the below steps to implement these changes:

· I would create a document that outlines the changes that have been made to the injury management plant. This would include any new training requirements, policy and procedure updates and any changes to the way reporting requirements are made
· I would identify all relevant stakeholders who need to be notified e.g., workers, supervisors, managers, safety teams, HSR, RTWC, Drs, health care providers. I would then choose the best option to distribute the update document/s either by email, company intrant, or in a hardcopy form with a sign on sheet depending on my stakeholders. It would also be presented to workers at prestart or toolbox face to face to allow workers time to ask questions.
· Depending on the extent of the changes, it may be necessary to provide updated training to workers and all relevant stakeholders. This could be done in a team training exercise with a CPB supervisor conducting the training or it could be done with an RTO performing the face to face team training. It could also be done online through training modules or via videos.
· If changes were significant the induction process and procedure may also need to be updated to ensure all new workers and contractors are provided with the relevant training as part of their onboarding / induction process. This would also include a signed acknowledgment from the work if done face to face or docu-sign form of acknowledge once the online modules were complete.
· Once all new documentation had been distributed, it would be saved on our network drive with any signed paperwork in date order. This would be available for anyone to read and review at any time.





	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

ACTIVITY 6  This quiz will occur under standard assessment conditions.
a. 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)
ACTIVITY 7  Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
ACTIVITY 8  Please fill in the details below, providing your name, signature and date of assessment.
a. Your signature acknowledges that this is your own work.
ACTIVITY 9  Assessors are to complete marking in pen of a different colour to the Participant.
ACTIVITY 10  If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
a. If a Participant changes their response in writing, they must put their initials next to the written change.
b. If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	Andrew Neal

	
	

	Assessor signature
	
	
	

	Date
	19/04/2023




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

	4
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref37244537]ASSESSOR COMMENTS

	


Which of the following are elements that may be included in a WHSMS? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Duty holders and their responsibility
	

	
		Injury management 
	

	
		Policies and procedures
	

	
		Return-to-work procedures
	

	
		Risk assessment
	

	
		Training and induction
	




[bookmark: _Ref37244662]Which of the following tools may be referred to when undertaking WHSMS planning, implementation and review? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Audit checklists
	

	
		Cost analysis
	

	
		Return to work checklists
	

	
		Risk registers
	




[bookmark: _Ref37244576]True or False (Tick your response): It is best practice to communicate with others in the planning, implementation and review of a WHSMS.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35417543]Which of the following are types of evaluation processes for monitoring WHS performance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Worker health surveillance
	

	
		Writing policies and procedures
	

	
		Monitoring effectiveness of risk controls
	

	
		Auditing
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BSBWHS415 
Contribute to implementing WHS management systems


	PRACTICAL ASSESSMENT INSTRUCTIONS

ACTIVITY 11  The following practical assessment will require the Participant to complete work related activities.
ACTIVITY 12  The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
ACTIVITY 13  Please fill in the details below – providing your name, signature and date of assessment.
a. The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
ACTIVITY 14  The Assessor may substitute a Practical Task with an alternate task of equal value.
a. Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	Andrew Neal

	
	

	Assessor signature
	
	
	

	Date
	19/04/2023





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS415
Contribute to implementing WHS management systems

	Practical Task 1

	Description of task:
The participant is to complete the Handout 2 template to plan the implementation of a work health and safety management system (WHSMS). As part of implementing the developed plan, the participant is required to: 
ACTIVITY 15  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 the PCBU regarding the WHSMS implementation plan 
ACTIVITY 16  Offer adjustments to the WHSMS implementation plan, in response to the PCBU’s (i.e. assessor’s) identified limitations for each WHSMS element

After the presentation, you are required to submit the following to the PCBU:
ACTIVITY 17  The adjusted WHSMS implementation plan
ACTIVITY 18  A WHSMS checklist to monitor and evaluate the WHSMS plan’s implementation

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
ACTIVITY 19  Work Health and Safety (WHS) Management Plan (i.e. completed Handout 2)
ACTIVITY 20  Presentation materials (e.g. PowerPoint) for PCBU
ACTIVITY 21  WHSMS evaluation checklist

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. Feedback on WHSMS plan, WHSMS limitations posed to participant and the participant’s suggested adjustments).

	Resources required: 
Computer, Handout 2.

	Assessment of task

	Name of participant:
	

	Name of assessor:
	

	Location:
	

	Date:
	Click here to enter a date.
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Develop and implement WHSMS plan 

	1.2A.  [bookmark: _Ref37248230]Complete WHSMS plan, after referring to WHS laws and organisational policies and procedures.  
	
	1.2B.  [bookmark: _Ref37248211]Develop a presentation for the PCBU which:
ACTIVITY 22  Identifies duties, rights and obligations, as per legal and organisational requirements
ACTIVITY 23  Highlights key elements of the plan regarding return-to-work and injury management, plus another two (2) elements of their choice
	
	1.2C.  [bookmark: _Ref37248237]Deliver presentation (in person/via live stream video) and listen to PCBU to respond appropriately to any questions.
	
	1.2D.  [bookmark: _Ref37248265]Seek PCBU feedback about limitations to WHMS implementation plan. 
	
	1.2E.  [bookmark: _Ref37248298]Offer adjustments to WHMS implementation plan in response to identified limitations. 
	
	2 Reviewing WHSMS implementation plan

	a) [bookmark: _Ref37248302]Distribute adjusted WHSMS plan to PCBU.
	
	b) [bookmark: _Ref36811105]Outline plan for monitoring and evaluate WHSMS implementation (i.e. using checklist). 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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