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ASSESSMENT FOR BSBWHS404

	Student name
	Hannah Ockendon

	Date of assessment submission
	30/01/2020


	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. Identifying/assessing hazards and risks
	· Workbook response (below)

	2. Development, implementation and evaluation of risk control
	· Workbook response (below)

	3. Policies, procedures, processes and systems
	· Workbook response (below)

	4. Legislation, codes of practice and guidelines
	· Workbook response (below)





ACTIVITIES

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

	Name of workplace
	Paynters



	ACTIVITY 1 

	Identify two (2) hazards that may occur in your workplace. For each hazard identified, find information to explain:
a) The nature and scope of the hazard
b) The range of harms caused by the hazard and how they are caused 
c) The techniques, tools and processes used to identify each hazard 
· Select tools appropriate for the workplace and identify different tools for each hazard
· Describe how you contribute to applying these selected techniques, tools and processes and document the results
d) Determine the level of risk for the hazard within your workplace
e) How you advise others of this information in a way that address peoples’ range of abilities and backgrounds 
· Be sure to also consider the timeframes in which you should advise others
f) Risk controls that may be implemented to address the hazard and risk assessment results 
· Explain the timeframes in which these risk control options should be implemented.




	Name of Hazard 1

	Ladders

	Nature and scope of hazard 

	Ladders present slip, trip and fall hazards. Due to the frequent use of ladders on Paynters job sites, site staff are constantly subjected to the associated hazards. However, as ladders are also used as a means of access, any other personnel who enter a site are also at risk.  (For example; an WHS Officer may need to use a ladder to get up into a roof to conduct an inspection) 

Source of information (e.g. website address): 
Managing the Risk of Falls at Workplaces – Code of Practice 2018


	The range of harms caused and how they are caused

	Falls (resulting in broken bones, grazes, concussion etc) – not holding on properly (maintaining 3 points of contact), not securing the top and bottom of the ladder, carrying objects when climbing or descending a ladder.  

Twist or reaching injuries- reaching away from the ladder instead of relocating it closer to the work site (disrupts a workers’ centre of gravity and puts strain the body (e.g. the spine))

Musculoskeletal injuries – working on a ladder for extended periods of time isn’t comfortable and doesn’t support a worker properly. (For example, the rungs are too narrow to stand on and a worker is usually reaching above shoulder height)   

Source of information (e.g. website address): 
Managing the Risk of Falls at Workplaces – Code of Practice 2018


	Techniques, tools and processes to identify hazard

	Weekly site inspections – these inspections are formal and involve a thorough walk through of the site (A checklist is often required to be filled out to determine if the worksite is competent) 

Behavioural observation – often, workers are on their ‘best behaviour’ when a formal inspection (such as a weekly site inspection) is being conducted. Conducting an informal walk through or “keeping an eye on” workers can uncover how ladders are actually being used on a day to day basis.

Hazard Log, Incident Report and Safety Data Sheets - Assessing injuries or hazards that have been previously reported can assist in determining how large of a risk ladders pose to the workplace. A high volume of reports would indicate that ladders are not being used safely and training may be required.  

Source of information (e.g. website address): 
Managing the Risk of Falls at Workplaces - Code of Practice 2018


	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: High


	How you advise others about hazards, harms and associated risk

	Staff will be advised of the hazards, harms and risks associated with the use of ladders via HSEQ safety alerts, weekly toolbox talks and on-site training.
 

	Risk controls

	Due to the constant need to use ladders, the risks associated cannot be eliminated. However, a combination of engineering controls, administrative controls and PPE can be used to greatly reduce the risk.

Engineering controls
· Secure ladder against displacement (top and bottom strapping)
· Must be made for industrial use (120kg load min)

Administrative controls
· Three points of contact to be kept at all times
· Ladder must be inspected before use to check for signs of weathering or weakness etc.
· Materials or tools are not to be carried when climbing or descending

PPE
· Hard hat 
· Non-slip shoes
· Fall arrest equipment
 

Source of information (e.g. website address): 
Paynters internal ‘Ladder Safety Alert’ and ‘Ladders Guide’.
 




	Name of Hazard 2

	Billi Tap – Multipurpose Hot and Cold Water Tap

	Nature and scope of hazard 

	The Billi tap is used daily by office staff to make tea and coffee. Clients and visitors have access to this facility also. 

By simply lifting a handle, personnel have immediate access to boiling water. However, due to the high temperature of the water, personnel are subjected to a range of harms.  

Source of information (e.g. website address): 
Billi User Guide – Safety Data Sheet


	The range of harms caused and how they are caused

	 Burns

· Water comes out of the tap with notable force. As a result, boiling water can splash out of the cup and onto a person’s hand
· The handle that instigates water flow is highly sensitive. A slight knock of the tap can begin a flow of boiling water without the person expecting it.
· When the hot water from a regular sink tap is turned on, it takes a few seconds to heat up and reach the maximum temperature. The hot water from a Billi tap however is instantly boiling, thus giving the user no time to register the temperature until it is too late. (Explanation: if a person was to hold their hand under the hot water from a regular sink tap, they would be able to feel the gradual increase in temperature and move their hand away before it gets too hot)
· Billi taps are programmed to provide hot and cold water. However, the only indication of which handle to lift for either temperature is a tiny blue or red light. If care isn’t taken, it is highly likely that the wrong handle will be pulled.
· The Billi tap currently requires the user to manually turn the water off. It is highly likely that staff will walk away from the tap while it is in use, causing boiling water to overflow
 

Source of information (e.g. website address): 
HSEQ Manager notes/risk assessment from initial consultation with Billi


	Techniques, tools and processes to identify hazard

	Consultation - In the office, hazard reporting isn’t as structured or common (Example: On site there is a Hazard Log where hazards are reported in writing. In the office however, hazards (if reported at all) are reported verbally) Therefore, consultation with workers would be the most beneficial technique to use (It is likely that I will need to be proactive in initiating conversation with staff). Key personnel to consult with would include first aid officers. If a burn is severe enough, a staff member may have needed first aid assistance. 

External Sources – An external source such as a manufacturers handbook can warn you of the dangers that may arise when using a product. In this instance, the ‘Billi User guide’ outlines possible risks that come with the use of their product.  

Informal behavioural observation - How do people use the product? Are they taking care when using the tap? (Example: Are staff preoccupied (talking on the phone or to another staff member) when using the tap, thus causing them to look away)  

Source of information (e.g. website address): 
Billi User Guide – Safety Data Sheet 


	Determine the level of risk

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: Medium 


	How you advise others about hazards, harms and associated risk

	An email can be sent out to all office staff advising them of the possible hazards, harms and risks associated with the use of the tap. Advice can also be given to staff through informal and formal training sessions. A warning sign alerting users of the possible dangers of using the tap will be placed on the wall behind the tap (Example: “CAUTION HOT” sign) .

	Risk controls

	Elimination 
· Uninstall the taps and continue using an urn. This method would introduce new hazards as the urn itself is hot to touch whereas the heated compartments of the Billi tap are under the countertop. 

Engineering 
· Program the tap to reduce the water flow speed, therefore reducing the risk of water splashing out of the cup
· Engage the feature that locks the hot water function when it is not in use. When locked, a user can lift the handle and no hot water will run. This function requires the user to physically press a button  before the tap can be used. 
· Engage the feature that stops water flow after a few seconds. This will reduce the risk of a cup overflowing if the user looks away or walks away from the tap  

Administrative controls
· Schedule regular maintenance on the tap to ensure it is running smoothly 
· Label the ‘Cold’ and ‘Hot’ tap more clearly 


Source of information (e.g. website address): 
Billi User Guide – Safety Data Sheet





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	For the two (2) risks (and associated risk controls) identified in Activity 1:
a) Explain how you would contribute to developing and implementing a risk control plan
b) Describe the process you would undertake to evaluate the risk controls that had been implemented




	Hazard/Risk 1

	Develop and implement risk control plan

	Allocate site safety officers with the task of inspecting ladders that are on site (paying close attention to subcontractors as they often supply their own ladders which may not be up to Paynters standard). 

Allocate staff members (such as Foreman) to informally observe the working habits of site-staff in relation to ladder use (as mentioned previously in Activity 1, workers are often on their ‘best behaviour’ when a formal inspection is being conducted). Behavioural observation can uncover how staff are actually using ladders on a day to day basis.   

Create a document (such as a HSEQ Alert) that instructs staff on the safe use of ladders and outlines the common mistakes that increase the risk of harm. 

Provide PPE and ladder stabilising equipment. 

Provide on-site training on the correct use of ladders.
 

	Evaluation of risk control

	Consult with those who have been allocated with the task of inspecting ladders and observing staff working habits. Discuss and assess their findings. 
 
Make regular site visits (informal and formal)  

Monitor the number of incidents involving ladders that occur after controls have been implemented. 

Ask staff to demonstrate the safe use of ladders to confirm that they understand what is outlined in the HSEQ Alert.
 




	Hazard/Risk 2

	Develop and implement risk control plan

	Attend training with Billi to increase my understanding of the product so I can provide staff members with training. 

Consult with the technicians at Billi to determine what safety options are available and how they can be implemented

Create warning and ‘how to’ signs to put on the wall behind the tap
 

	Evaluation of risk control

	Encourage staff to report all incidents or near misses involving the Billi tap 
(the amount of incidents will help determine the effectiveness of the control measures). 

Schedule regular maintenance of the tap to ensure all safety features are engaged and working properly. 





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Explain the requirements of your organisation regarding hazard identification, risk assessment and risk control activities by identifying the requirements found in:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

Explain how you comply with the requirements of these documents.




	Hazard identification

	WHS policy

	Health, Safety, Environmental & Quality Policy Statement

“Maintain awareness and readiness to prevent and, when necessary, respond to and effectively manage HSEQ risks, threats, incidents and/or emergencies”. 

In order to maintain their state of “awareness and readiness”, Paynters are required to constantly and consistently identify hazards and plan ways to manage them. 


	WHS procedure

	Incident Report

While the primary use of this report is to collect the details surrounding an incident, one section requires that staff reflect upon and identify the events and hazards that lead up to the incident.


	WHS process

	Consultation and Communication Flowchart

This process lists the parties who are to be involved and consulted with when identifying hazards. (Example: Workers (internal) and suppliers (external)) 


	WHS system

	Work Health, Safety and Environmental Management Plan

“The Project Manager shall consult with the nominated Site Supervisor to ensure all hazards are identified.”
Even though the Project Manager is ultimately responsible for identifying hazards, consultation with the Site Supervisor is essential due to their greater understanding of the site. (Project Manager’s work in the office whereas Site Supervisors work on site)
 

	How you comply

	Paynters take a proactive approach on hazard identification, ensuring they do not simply wait for an incident to occur. Hazards are identified well before a site is established, often beginning in the early stages of design. 
.




	Risk assessment

	WHS policy

	Health, Safety, Environmental & Quality Policy Statement

Paynters are committed to conducting a thorough assessment of all hazards, aspiring to better understand the possible harm it poses to the workplace.
 

	WHS procedure

	Weekly HSEQ Site Inspection Checklist

This is an extensive checklist that covers all aspects of a work site. The checklist is a template which identifies common hazards and asks prompting questions to assist in accurately determining the level of risk.
  

	WHS process

	Risk Assessment Matrix

Determines the degree of harm that could occur, the likeliness of that harm occurring and the possible time loss and monetary penalty.
 

	WHS system

	Work Health, Safety and Environmental Management Plan

“The risk assessment is to be carried out by the Project Manager prior to commencement of any works.”


	How you comply

	Paynters are extremely thorough in their risk assessment efforts. They believe it is not enough to simply be aware of a hazard, but that it is essential to understand the extent of harm it is capable of causing.
 




	Risk control

	WHS policy

	Health, Safety, Environmental & Quality Policy Statement

A key component of risk control is assessing if the control measure that is in currently place is effective. As stated in the HSEQ Policy, Paynters “Measure results, assess and continually improve processes, services and product quality”.
  

	WHS procedure

	Design Control Procedure 

This procedure initiates the hazard and risk assessment process as a job is being designed. 
As a result, hazards are identified, assessed and controlled well before construction commences.
  

	WHS process

	HSEQ Hazard Log 

This process requires staff to describe the hazard and record what risk control was put in place following the identification of the hazard. Staff are also required to record the long term risk control (if applicable), when it will be implemented, by whom and the date it will be reviewed.
 

	WHS system

	Work Health, Safety and Environmental Management Plan

This WHS system lists numerous requirements regarding risk control such as:
· “Manage any identified health, safety and environmental risks using the hierarchy of controls”
· “Providing appropriate information, instruction, training and supervision of staff members, contractors and customers to ensure their safety”
· “Providing employees with training on how to carry out their work safely and how to protect the environment”


	How you comply

	Paynters do no choose the easiest or cheapest means of risk control. They explore and assess many options until the one that best fits is discovered. Paynters also commit to conducting routine evaluations of current risk controls to ensure that they remain effective. 




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify the duty holders and their range of duties regarding hazard identification, risk assessment and risk control activities by explaining the requirements found in:
a) WHS Acts
b) WHS Regulations
c) Codes of practice
d) Guidelines

Explain how you comply with the requirements of these documents.




	Hazard identification

	WHS Acts

	Work Health and Safety Act 2011

PCBU: 
· Section 3 (2) – “that workers and other persons should be given the highest level of protection against harm to their health, safety and welfare from hazards and risks
· Consultation is required when identifying hazards (Section 49 (a))

Officer
· Section 27 5 (a) “to acquire and keep up-to-date knowledge of work
health and safety matters” (Knowledge of the current hazards in the workplace would be a key aspect) 


	WHS Regulations

	Work Health and Safety Regulation 2011

Section 34 
“A duty holder, in managing risks to health and safety, must identify reasonably foreseeable hazards that could give rise to risks to health and safety”


	Codes of practice

	How to Manage Work Health and Safety Risks – Code of Practice

PCBU:
· Consult with workers (especially those who are directly affected)
· Review available information about hazards (contact regulators, industry specialists etc) 
Officers:
· “Gain an understanding of the hazards and risks associated with the operations of the business or undertaking”


	Guidelines

	The Health and Safety Duty of an Officer – Interpretive guide 
The duty of an Officer “should include the reporting of incidents and emerging hazards and risks”


	How you comply

	Hseq meetings – includes staff members from different sectors of the company so that all points of view are considered  




	Risk assessment

	WHS Acts

	Work Health and Safety Act 2011

Section 49 (a)
Consultation is required – “when assessing risks to health and safety arising from the work carried out or to be carried out by the business or undertaking”


	WHS Regulations

	Work Health and Safety Regulation 2011

Section 66
1) “A person conducting a business or undertaking must ensure that a risk assessment is conducted by a competent person”
3) This assessment must be recorded in writing


	Codes of practice

	How to Manage Work Health and Safety Risks – Code of Practice

PCBU:
Risk assessment-
· Is an ongoing process
· Is to be conducted when change occurs at the workplace (change may have caused risk controls to lose effectiveness)
· Must be conducted if there is any uncertainty in the injury or illness that may result from a hazard
Officers:
· Must take reasonable steps to “Gain an understanding of the hazards and risks associated with the operations of the business or undertaking”


	Guidelines

	Guide for Major Hazard Facilities – Safety Management Systems 

Management of change
· “Changes can introduce new major hazards or potential major incidents and can increase the risk arising from existing hazards. There should also be effective management of all changes in the facility including operational, organisational, procedural and equipment changes.”


	How you comply

	Paynters have developed their own risk assessment matrix while still adhering to legislative requirements.  




	Risk control

	WHS Acts

	Work Health and Safety Act 2011

Section 17:
“A duty imposed on a person to ensure health and safety requires the person—
(a) to 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, to minimise those risks so far as is reasonably practicable.”

Officer:
Section 27 5(d):
“To ensure that the person conducting the business or undertaking has appropriate processes for receiving and considering information regarding incidents, hazards and risks and responding in a timely way to that information.”

Workers:
Section 28 (c) and (d) 
This section discusses a workers’ duty to comply with instruction, policy and procedure put in place by the PCBU.
 

	WHS Regulations

	Work Health and Safety Regulation 2011

Section 35
The duty holder must implement the hierarchy of control measures

Section 37
Control measures must be maintained  

Section 38 
Control measures must be reviewed 
 

	Codes of practice

	How to Manage Work Health and Safety Risks – Code of Practice

PCBU: 
· Implementing the most effective control measure (must aim to eliminate the hazard)
· Following a specific control measure if instructed to by legislation

Officers: 
· “Ensure that the business or undertaking has and uses appropriate resources and processes to eliminate or minimise risks to health and safety” 


	Guidelines

	Guide for Major Hazard Facilities – Safety Management Systems 

“Regulation 559(2) requires all implemented control measures to be adequately supported by the SMS so that they will function effectively each and every time they are needed”

Regular maintenance and inspection of the implemented control measures would be necessary.  

	How you comply

	Paynters design their control measures so that they adhere closely to the recommendations made in legislation and regulations. 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following can be causes of workplace hazards? 
Select the most appropriate responses from the list below.
☒ 	Noise
☒ 	Physical layout of the workplace 
☒ 	Temperature
☒ 	Stress

	☐

	2. Which of the following individuals and parties may require information about workplace hazards? Select the most appropriate responses from the list below.
☒ 	Health and Safety Committees (HSCs)
☐ 	Suppliers 
☐ 	All members of the public
☒ 	Contractors

	☐

	3. Which of the following are appropriate techniques, tools and processes for identifying hazards and risks? Select all that apply.
☒ 	Workplace inspections
☐ 	Compensation claim information 
☒ 	Safe Work Method Statements
☒ 	Information issued by WHS regulators

	☐

	4. Risk control options can come from both internal sources (e.g. policies and procedures) and external sources (e.g. codes of practice and standards).
☒ 	Yes
☐ 	No 

	☐

	5. Which of the following should be considered when developing a risk control plan? Select all that apply. 
☒ 	How and when controls will be implemented
☒ 	Evaluation processes for implemented controls 
☒ 	Consultation with individuals and parties
☒ 	Responsibilities for implementation

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to discuss the organisation’s WHS risk-management processes.
	☒

	B. Confirm understanding of the duties held under WHS Acts, regulations, codes of practice and guidelines for hazard identification, risk assessment and risk control activities.
	☒

	C. Contribute ideas about ensuring how workplace policies, procedures, processes and systems comply with legislative requirements.
	☒

	D. Identify the techniques, tools and processes you will use to monitor hazards (and their associated risks) in your work area.
	☒

	E. Identify how you will document and communicate the results of hazard identification and risk assessment.
	☒

	F. Explain the PCBU and workers’ duties in the development, implementation and evaluation of any risk controls to address identified hazards.
	☒

	Name of observer
	Amy Maxwell- HSEQ Co-ordinator

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
[bookmark: _GoBack]☒ Other (specify): 

	Phone number of observer
	3368 5500   

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

	Signature of observer
	
	Date
	30/01/2020
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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