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ASSESSMENT FOR BSBWHS405

	Student name
	Hannah Ockendon 

	Date of assessment submission
	1/03/2020


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. 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)


	


ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Paynters 

	Workgroup
	Site Managers




	ACTIVITY 1 

	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)
	The only mention of WHSMS’s in the WHS Act 2011 is in Section 19 3(c). A PCBU with primary duty of care is to ensure “the provision and maintenance of safe systems of work.” 

	b) Work Health and Safety Regulations 2011 (Qld)


The regulations do not address WHSMS’s in general but does thoroughly outline the requirement for a major hazard facility to establish a safety management system (Section 558). 
	

	c) AS/NZS 4801:2001


[bookmark: _GoBack]AS/NZS 4801:2001 is a specification applicable to businesses of any type or size. Its primary purpose is to establish a framework or criteria that is used by external auditors to assess a business’s WHSMS. This standard can also be used as a reference point for internal auditing. 
	

	d) AS/NZS 4804:2001
	This Australian Standard is a voluntary and useful tool that is to be used in conjunction with AS/NZS 4801:2001 to clarify any previous confusion with various terms and definitions. Unlike 4801:2001 however, this standard is not designed to be used as a specification or criteria for external audits. It is intended for internal use by businesses of any size as general guide on how to develop, implement, improve and integrate WHSMS with other management systems. 

Overall, [the] “aim for both these linked Standards is to support the achievement of the highest levels of OHS performance through systematic elimination or reduction of risks” (AS/NZS 4804:2001 page 7).  


	e) HB 211-2001
	This handbook assists businesses (primarily small businesses) with better developing or improving their current WHS Management System to ensure conformance with AS/NZS 4801:2001. 


	f) Code of practice
	How to manage work health and safety risks – Code of Practice
Although this code of practice does not mention WHSMS’s directly, it does instruct the following; “Risk management is a proactive process that helps you respond to change and facilitate continuous improvement in your business. It should be planned, systematic and cover all reasonably foreseeable hazards and associated risks.” 

The code then details the various aspects of effective risk management which can be valuable information for businesses to use when developing or improving their WHSMS.

	g) Guidance material
	Work-Related Psychological Health & Safety – A Systematic Approach to Meeting Your Duties



This guide gives thorough instruction on an integral part of WHSMS’s; injury management and return to work or rehabilitation management. With this guide, businesses will be able to better address the requirements of preventing, intervening and supporting the recovery of psychological harm in their WHSMS. 
	




	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

	Undertake the responsibility myself or designate another person with the responsibility of managing injuries. Otherwise known as an ‘injury management co-ordinator’, the staff member with this position must be made clear to workers as it will eliminate or reduce confusion surrounding who needs to be contacted if an incident occurs. (Example: add the contact information of the injury management co-ordinator to every site contact list (these contact lists are displayed in every site office)).   

Create or review the current injury management process and any relevant documentation to ensure it is compliant with legislation (Example: Workers’ Compensation and Rehabilitation Act 2003). 

Investigate the assistance that is currently available to an injured party to ensure it provides sufficient support. This would include instant assistance such as first aid and ongoing assistance such as rehabilitation. 


	Seek contribution and support in planning, development and promotion

	Consulting with workers who have been previously injured or who are currently injured will be key to developing an injury management policy. This will enable me to greater understand the policy’s success or failure in providing support to workers. Strengths and weaknesses will be identified, and changes will be implemented to ensure that the policy remains relevant and compliant.  

Consultation with Paynters’ workers compensation insurer will also provide specialised advice on what needs to be included in the policy. 


	Apply policy/WHSMS

	All injuries will be taken seriously, and a thorough investigation and support will be provided to the worker. Any workers who are currently injured will be consulted with to ensure their needs are being met.  


	Communicate policy/WHSMS

	This policy will be communicated through toolbox talks and emailed to key managers in the business (Example: Site Managers will be informed on the process and will then be delegated with the task of notifying site workers and subcontractors). 

A HSEQ committee meeting and site staff meeting will also be conducted to ensure the policy is filtered through to the rest of the company. Workers will also be reminded (or retrained) of the incident or injury reporting process, thus ensuring that injuries don’t go unreported and assistance is provided as soon as possible. 
 




	Return-to-work policy

	Contributing to planning, development and promotion

	Job sites will undergo regularly scheduled monitoring to ensure that Paynters is providing a safe and healthy work environment. In addition to this, corrective actions will have been implemented to eliminate or reduce so far as reasonably practicable, the incident from reoccurring. In case-specific situations, a thorough investigation and assessment of the workplace which the worker is to return to will be conducted. If the work environment is not safe for the workers current state, an alternative option will be organised. (Example: there must be an elevator if a worker is in crutches and needs access between different floors). 

A range of new capabilities can be developed if an injured party is unable to complete their usual duties (Example: Testing and Tagging of electrical equipment – does not usually require any physical strain). This process is key to having a worker recover on the job instead of them being absent from work for an extended amount of time.
 

	Seek contribution and support in planning, development and promotion

	Due to the case-by-case nature of return to work plans, consultation with the injured party is essential. 
As stated in Part 3 Division 1 (7) of the Workers’ Compensation and Rehabilitation Act 2003 “development and maintenance of a rehabilitation and return to work plan [is to be] in consultation with the injured worker, the worker’s employer and treating registered persons (Example: Doctor)”. Contribution and support from the workers manager will also be sought after to assist with establishing goals and suitable duties. 


	Apply policy/WHSMS

	Ensure workers are aware of the support available if injury, illness or personal circumstances cause them to be away from work. 


	Communicate policy/WHSMS

	Just like the above injury management policy, this policy will also be communicated through toolbox talks and email. A HSEQ Committee meeting and managers meeting will be conducted to ensure all parties are aware of their responsibilities in supporting workers who are returning to work. There will also be an instructional “If you get injured at work” poster displayed in every site office and lunch shed. 





	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

	Maintaining compliance with legislation relies heavily on how well a business understands what is required of them. I will need to have a thorough understanding of the legislation and keep an up to date knowledge of any changes to legislative requirements, regulations, standards, codes of practice or guidelines. This knowledge will allow me to more easily identify areas of non-compliance and implement changes in a timely manner. 

Evaluation of compliance also relies heavily on constant inspection and investigation of the workplace and work practices. These processes will most commonly be completed by others (such as a site manager as they would know the everyday workings of the site). However, a report on their findings will be submitted to me for review. 

A reporting system is another fundamental aspect of obtaining the information necessary to evaluate a business’ current level of compliance. This may include processes such as weekly inspection checklists (to be completed by Site Managers) or a Project Manager Monthly Report. 


	Communicate and explain evaluation

	After determining if there are any instances of non-compliance, the relevant parties must be notified. (Example: a staff member may not be upholding their responsibilities).  Published reports, emails or HSEQ Alerts can be used to notify staff on the findings from the evaluation. 


	Facilitate others’ contributions

	Workers from all aspects of the company must be consulted with on this matter. This can be done verbally, via email or through meetings such as toolbox talks (to include subcontractors and labourers), site staff meetings, HSEQ Committee meetings and Project Team Meetings.  


	Example of a limitation or negative effect

	Paynters have job sites all over Queensland. This may raise difficulties for staff to attend meetings or contribute to the evaluation process. The evaluation of these sites would also have to rely heavily on the reports submitted by Site Managers as I would not be able to personally attend these sites regularly. A combination of these two limitations may lead to a delay in identifying areas of non-compliance. 





	Incident investigation

	Contribute to evaluation

	Incident investigation is a thorough process which determines the events leading up to an incident and the corrective actions that are to be implemented following an incident. 
Informal and formal inspections will be conducted to determine if workers are adhering to their SWMS (informal inspections often reveal how workers actually perform a task as formal inspections can cause workers to be on their ‘best behaviour’).  

After an incident has occurred, I can conduct a review on the documentation gathered from an incident investigation to determine:
· If the incident is reoccurring (this could be exactly or similarly – for example, a staff member may fall off a ladder and break their leg where another may report a near miss. Even though the outcome wasn’t the same, it may still be resulting from the same misuse.)
· Is there a particular site or task where incidents are occurring frequently? (If so, a formal or informal inspection may be required to determine the reason why) 
· Is corrective action being implemented in a timely manner? 
· Is there a specific person delegated with implementing the corrective action? 
· Is this corrective action remaining effective?


	Communicate and explain evaluation

	Communication with staff will include HSEQ Alerts, email, verbal, toolbox talks and retraining. 

	Facilitate others’ contributions

	Consultation with workers who have been involved in an incident is key to evaluating the effectiveness of current incident investigation processes. I must determine if they feel supported after the incident occurred (e.g. provided with treatment for any trauma that may have followed the incident) and if they feel like suitable corrective actions or control measures have been put in place to eliminate or reduce the risk of the incident reoccurring so far as reasonably practicable. 


	Example of a limitation or negative effect

	After an incident occurs, the site is preserved so that the information collected during the incident investigation is as accurate as possible. However, due to the nature of some incidents this may be difficult (an incident may have involved an explosion (unforeseen event) – once the explosion is over, the circumstances that caused the explosion may have returned to normal). It is also possible that the person conducting the incident investigation has not been trained properly, increasing the likelihood missing details. The inaccuracy of the record may make it difficult to detect trends in data or identify the cause of an incident. 





	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

	This will be achieved through regular formal and information inspection and investigation. This may be completed internally or by an external auditor (which I will organise to attend the workplace). 

Questions which will assist in the review include:
· Have we been receiving non-compliance notices?
· Are their many repeat occurrences? (This may demonstrate a lack of understanding or training) 


	Communicate and explain review and improvement to others

	Communication will be conducted by the usual means; toolbox talks, HSEQ Alerts, staff emails and meetings. 

	Facilitate others’ contributions

	The everyday experiences of site staff is invaluable. I will strive to cultivate an environment where staff are encouraged and praised for reporting problems or suggesting improvements. Where possible, open-ended questions will be asked at toolbox talks to encourage staff engagement. The option for workers to put forward concerns or ideas anonymously will also be introduced.  





	Incident investigation

	Contribute to review and improvement

	The review and improvement of incident investigation processes will rely on analysing the documentation relating to an incident. A review will help me determine if there are gaps in the information required to be collected during the investigation process. If so, it is possible that further prompting questions will need to be added to incident investigation form. 

Key review question: Are the current control measures still effective? 


	Communicate and explain review and improvement to others

	As incident investigation is a step by step process, it is possible that staff (mostly site safety officers or site managers) need to be re-trained on how to conduct a incident investigation properly. This training can be delivered informally (a walk through conducted by myself) or formally (external incident investigation course).   


	Facilitate others’ contributions

	There are two main parties that need to be consulted with, workers who have been involved in an incident and staff who have been given the responsibility to implement corrective actions. This will be done verbally (in person and over the phone) and via email. 

Questions that may be asked:
· Does the involved staff member feel safe?
· Do they feel that the risk has been effectively managed? 





	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
	





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
	Amy Maxwell

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

	Phone number of observer
	0427 892 922 

	Email address of observer
	Amy.maxell@paynters.com.au

	Signature of observer
	
	Date
	28/02/2020
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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