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Candidate Details
[bookmark: _Toc419283966]Assessment – HLTWHS003: Maintain work health and safety
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for HLTWHS003: Maintain work health and safety. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
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Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Activities
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify existing and potential hazards and record them according to workplace procedures.

	Activity
	If you are appointed to undertake health and safety duties in the workplace, what are your primary tasks?

To eliminate hazards and risks to health and safety, or if not possible, to minimise these as much as possible.

Name three types of hazards that you may find in the workplace?

Answers may include the following:

· Chemical
· Workplace/physical
· Biological
· Ergonomic
· Long-term
· Psychological.

What process should you follow when identifying hazards in the workplace?

· Inspect the workplace to check for hazards
· Assess incident and accident report records
· Consult with employees
· Observe the workplace.

Name two items which should be included in your organisation’s emergency procedures.

Answers should include the following:

· Evacuation procedures
· Notifying emergency services and appointed persons
· Medical/first aid treatment
· Reporting incidents to management/owner.
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Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to contribute to the development of strategies for implementing risk controls in line with workplace procedures and policies.

	Activity
	What is a risk assessment process?

A risk assessment helps you to identify how the hazards may impact the workplace, their effects on people, working practices and productivity.

Should you include staff in the risk assessment process, and if so, how?

Yes, you should include all staff in the process by including them in a consultation on health and safety in the workplace.

What is a risk matrix?

A risk matrix is a method to categorise risks in the workplace.

Name two strategies to control risk.

Answers may include:

· Stop the risk – take away the process/action causing the risk
· Treat the risk – stop the process and change the method to include risk controls
· Transfer the risk – move the process causing risk to somewhere else
· Tolerate the risk – if the process is needed and risk is unavoidable, this must be made as safe as possible.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to implement risk controls in line with the hierarchy of risk control and workplace and legislative requirements.

	Activity
	After identifying the controls needed how can you plan to make costly changes?

You can plan and implement short, medium and long-term measures over time until budget/resources are found, which will help ensure risks are contained and kept to a minimum.

What are the hierarchy of risk controls (in order of effectiveness)?

· Elimination
· Substitution
· Isolation
· Engineering controls
· Administrative controls
· Personal Protective Equipment (PPE).

Why are manual tasks and lifting a risk to employees?

Manual tasks and lifting can cause injury to the body over time or suddenly due to repetitive/sustained force, high/sudden force, strain to the posture or parts of the body, and vibrational exposure. 

What is a safety data sheet (SDS)?

A safety data sheet provides instructions on how to use a specific chemical or item of equipment. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify and report issues with risk controls, including residual risk, in line with workplace and legislative requirements.

	Activity
	What should you check for when looking at how the risk controls are working?

· Are the risk controls working as expected
· How has work tasks/work performance been affected by the risk controls
· Has the risk been taken away or lessened
· Are there occurrences of residual risk?

What is residual risk?

Residual risk is the risk that remains after risk controls are put in place.

What steps should you take after reporting issues of concern with current risk control measures?

You should:

· Undertake a new risk assessment
· Identify a new strategy to control this
· Implement the new risk control.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to regularly provide information about WHS policies and procedures to the work team.

	Activity
	What does PCBU stand for?

PCBU stands for ‘person conducting a business or undertaking’.

What does the WHS Act S.28 stipulate that all workers should do?

· It stipulates that all workers should take reasonable care over their own and others health and safety at work
· It requires that workers take instruction on health and safety from the PCBU to comply with health and safety policies and procedures (and WHS Act) at work.

What is a duty of care in the workplace?

Duty of care is where the PCBU/employer is expected to ensure that all employees are safe within the working environment and when carrying out working tasks. Working policies and procedures need to adhere to health and safety guidelines and legislation.

What is negligence in the workplace?

Negligence is when damage/harm occurs to another person as a result of someone else not exercising reasonable care.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to provide information about identified hazards and the outcomes of risk assessment and risk controls to the work team.

	Activity
	Why should you communicate about risk assessment and controls to the work team?

· So the team full understand the issues and can work safely under the risk controls
· The team can also provide comments and feedback on the process
· The team can be made aware of any changes that are being made and the results of this.

What should your team be provided with?

They should have:

· Clear documented policies and procedures
· The expectations required from your team/employees
· Procedures when faced with situations of risk
· Support and guidance on health and safety issues.

What should you do if a member of your work team is required to use PPE and it does not fit?

You should ensure that a replacement item that fits correctly is provided before the team member carries out the required work task.
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to monitor housekeeping practices to ensure that WHS policies and procedures are followed.

	Activity
	What is housekeeping at work?

Housekeeping at work is the practice of looking after and maintaining day-to-day work activities.

Name four things that you/your team may need to do for housekeeping duties.

Answers will vary depending upon the work environment and may include the following:

· Purchasing of supplies and equipment
· Maintenance of machinery/equipment
· Responsibility of equipment, e.g. switching off computers
· Ensuring cables and items are not left in the way
· Keeping desks tidy and replacing items used, such as paper file copies or equipment
· Re-stocking paper or stationery supplies.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to maintain WHS incident records in the work area according to workplace procedures and legislative requirements.

	Activity
	List what needs to be recorded on an incident/accident record for the details regarding the incident/accident.

· Date of incident/accident
· Time of occurrence
· Date reported
· Location of incident/accident
· Witness (if any)
· Who this is reported to.

What is a notifiable incident?

A notifiable incident is a serious occurrence which needs reporting to the WHS regulator.

When should this be reported?

As soon as possible, if written notification is provided this will need to be received within 48 hours of the request.

Who do notifiable incidents relate to at work?

Any person at the worksite.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to support workplace consultative procedures by encouraging work team participation in consultative activities.

	Activity
	Who should be included in a health and safety consultation?

All persons at work affected by health and safety.

Who can be a health and safety representative (HSR)?

A health and safety representative is an appointed representative for employees at work and takes part in the consultation and management of health and safety issues.

Which people may be included in a health and safety committee?

· Duty-holder(s)
· HSR(s)
· And other appointed or nominated persons by the committee.

Which Section of the WHS Act refers to the function of a health and safety committee?

Section 77.
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to report health and safety issues in line with workplace procedures and legislative requirements.

	Activity
	Who benefits from keeping records of health and safety incidents?

Both the organisation/workplace and the employee(s) involved.

What is issue resolution?

This is the resolution that is reached and agreed by all parties involved in a workplace incident/situation.

If no issue resolution procedure exists at your organisation, what will occur?

The default issue resolution process will take place, as set out in the model WHS Regulations Part 2.2.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to encourage and assist work team members to contribute to WHS.

	Activity
	How would you communicate with your work team to encourage contributions to WHS?

Answers will vary, but should be upon the lines of:

· Openly discuss WHS issues
· Ask for team members thoughts and opinions
· Actively include team members in consultations and on making improvements
· Ask for feedback on improvements/risk controls made.

Which states/territories practice harmonisation of WHS legislation?

· Australian Capital Territory
· The Commonwealth of Australia
· New South Wales
· Northern Territory
· Queensland
· South Australia.

What effects may industry-specific requirements have on health and safety at work?

Different types of work/business industries may have their own additional legislative requirements that need to be followed to ensure safe practices at work.
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	Estimated Time
	120 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
Written communication
Oral communication
State/territory legislation and how it impacts on workplace regulations, codes of practice and industry standards
Hazards common to the work environment and how they cause harm
Principles of hazards and risk assessment
Workplace emergency procedures
Workplace policies and procedures for WHS

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

1. Describe an emergency situation that may occur within the workplace. List the safety procedures that should be followed in the control of this, ensuring that WHS procedures and legislation are accounted for.

· For example, a storage box is left in a corridor and someone trips over and sustains an injury. The procedure would be to notify a member of authority and to administer basic treatment, providing you have the authority, and notifying emergency services if necessary. There may be an incident log to fill in after it has occurred. 

2. From this emergency situation – describe the hazards involved in the event and explain how the event could have been prevented through a risk assessment process. 

· Present your report as a verbal communication to two other people in your group
· Provide a written workplace risk assessment on the hazards.

Moving the boxes will eliminate the hazard but the underlying solution is to ensure workplace procedures prohibit all blocking of rights of way and to communicate this to all staff. The process for writing up a workplace risk assessment will involve filling in an organisation specific form.

3. Produce and complete a workplace incident record – this may be related to the emergency situation or from another incident within the workplace.

Answers will vary depending upon the examples given and the experience of the learner, but all should show a thorough understanding of the skills and knowledge required for this unit. The learner may decide to complete the information in the template.
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	Incident/accident report form Record Number:

Name: …………………………………………………………………………………………………………………………………………………….
Occupation: …………………………………………………………………………………………………………………………………………….
Department: ………………………………………………………………………….. Date of report: …………………………………….


	Incident/accident details
Date of incident/accident: ……………………… Time of occurrence: ……………. Date reported: …………………….
Location: ………………………………………………… Witness: ………………………………………………………………………………
Reported to: …………………………………………………………………………………………………………………………………...........


	
Details of incident/accident: ……………………………………………………………………………………………………………………
Injury received: ……………………………………………………………………………………………………………………………………….
Location of injury on the body: ………………………………………………………………………………………………………………
Results of incident/accident: Lost time Y/N No. of days lost ……….. Workers’ compensation Y/N
Treatment received: First aid Y/N Doctor Y/N Hospital Y/N
Damage to equipment/building(s)/vehicle, etc.: ……………………………………………………………………………………
Extent of damage: …………………………………………………………………………………………………………………………………..
Contributing factors (if any): ………………………………………………………………………………………………………………….
Corrective actions 
Immediate actions: ………………………………………………………………………………………………………………………………..
Preventative measures: …………………………………………………………………………………........................................
Recommended actions: ………………………………………………………………………………………………………………………….
Who is to implement actions: …………………………………………………… Date to be implemented: ………………...

	Signatures:
Officer: ………………………………………… HS Rep: ……………………………….. Manager: ……………………………………..
Director: ………………………………………………………. Investigating office: ……………………………………………………..
Actions completed: ………………………………. Date: …………………………… Manager: …………………………………….
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Contribute to workplace procedures for identifying hazards and controlling risks
2. Implement policies and procedures into work team processes
3. Support consultation, cooperation and communication

1. Why should you record identified and potential hazards to workplace procedures?

To comply with both your organisational and WHS legislative requirements, and codes of practice.

2. Why are strategies for implementing risk control needed for workplace procedures and policies?

Strategies for risk control allow the workplace to manage risk in a planned and managed process.

3. Why should a hierarchy of risk controls be followed when looking to control risk?

A hierarchy of risk controls helps to find and take the best course of action in controlling risk to your workplace and legislative requirements.

4. Why should you identify and report issues with risk controls, in line with workplace and legislative requirements?

To determine if the risk controls are successful and to let the relevant people know. This enables further risk assessment and controls to be implemented if needed.

5. Why should you regularly provide information about WHS policies and procedures to the work team?

To ensure employees are aware of WHS policies and procedures and follow the correct guidelines. It is also part of an employer’s duty of care to inform all employees on organisational and legislative requirements.



6. What is the purpose of providing information to the work team on identified hazards, the risk assessment and risk controls that are to be put in place?

· To inform your team of the process for both workplace and legislative requirements
· To let them know what hazards were found and why the risk controls are being used
· So your team can work in a safe environment and follow safe working procedures
· Your team can provide helpful comments or feedback.

7. How can housekeeping duties ensure that WHS policies and procedures are followed?

By ensuring the work area is maintained and looked after appropriately and that working tasks are carried out as required.

8. What should you do with WHS incident records in the workplace?

You should make sure that all parts have been recorded correctly and these are stored securely for future risk assessment or for use by WHS safety regulators.

9. Why is a consultative procedure in the workplace necessary to encourage employee participation in consultative activities?

To ensure that all employees and persons at work are included in the consultations as required by WHS law.

10. Why are reports of health and safety issues needed to be in line with work procedures and legislative requirements?

To ensure that these are documented correctly and cover the requirements needed by law.

11. How can you encourage and assist work team members to contribute to WHS?

You can:

· Regularly communicate to all on health and safety concerns
· Be open with all levels of staff
· Give feedback on safety levels and performance after improvements are made
· Encourage them to be more involved in WHS activities such as becoming a first aider or fire warden
· Electing a HSR, if applicable.
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