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BSBWHS522 
Manage WHS consultation and participation processes 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS522 Manage WHS consultation and participation processes 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. 


	Participant Name
	Hannah Ockendon




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	WORKBOOK INSTRUCTIONS

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




	[bookmark: _Ref396827952]Participant name
	Hannah Ockendon

	
	

	Participant signature
	
	
	

	Date
	12/07/2022



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	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, name a workplace that you wish to examine.

	Name of workplace
	




	ACTIVITY 1  [bookmark: _Ref63249961]

	Four (4) individuals and parties who may be involved in WHS consultation and participation processes in your nominated workplace are PCBUs (and their officers), workers, inspectors, entry permit holders. 

a) [bookmark: _Ref63249962]Explain the roles, duties, rights and responsibilities of these parties regarding consultation, representation and participation – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
b) [bookmark: _Ref63250108]Explain the roles, duties, rights and responsibilities of these parties regarding discriminatory, coercive and misleading conduct – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
c) [bookmark: _Ref63249986]Referring to your workplace procedures, explain how you would inform these individuals/parties to inform them about their roles, duties, rights and responsibilities.




	Consultation, representation and participation

	PCBUs and their officers

	The PCBU is the primary duty holder in relation to consultation and participation in the workplace. As detailed in Section 47- 49 of the Work Health and Safety Act 2011, PCBU’s are to share relevant information with workers and give workers “a reasonable opportunity to express their views and to raise work health or safety issues” (Section 48 (b)). This would also include ensuring that any HSRs & HSCs are involved. Furthermore, the issues and views raised by workers are to be taken into consideration by the PCBU when making decisions. Any relevant information or decisions are to be shared in a timely manner with workers and any other persons who may be affected by the decision. 


Section 49 of the Act outlines when consultation is required:
· When identifying hazards and assessing risks arising from work being carried out or to be carried out 
· When making decisions about the ways to eliminate or minimise the risks 
· When making decisions about the adequacy of facilities for the welfare of workers 
· When proposing changes that may affect the health or safety of workers 
· When making decisions about the procedures for resolving health or safety issues, monitoring the health of workers, monitoring conditions at the workplace, providing information or training for workers, or for consultation with workers.

The above-mentioned obligations may apply to multiple people in the workplace. For example, on a job site the safety of a subcontractor is a duty held by both Paynters & the subcontractors direct employer . When duties are shared by multiple parties, they are required to consult with each other under section 46 of the Act.


Even though the PCBU is the main duty holder in relation to consultation and participation, they are not the first to be contacted. Section 27 of the Act details the role of officers (representative for the PCBU). A HSEQ team (officers) have been appointed at Paynters to assist with ensuring the business remains compliant with consultation and participation requirements. Therefore, the HSEQ team is deemed to be the first point of contact for matters relating to health and safety. With this said however, the PCBU are still heavily involved, meeting with the HSEQ team regularly to receive updates, attend to any issues and to make changes that better consultation processes. 
 

	

	Workers

	Section 28 (d) o the WHS Act 2022 states that a worker must “co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers”. This may include the requirement to participate in numerous forms of consultation. 

To assist workers with their involvement in consultation, HSRs (Section 60-74) can be elected to represent workers & HSC’s (Section 75-79) can be formed to facilitate cooperation between workers & the PCBU. 

	Inspectors

	WHS inspectors may be involved in consultation and participation processes. It is often if an “issue has not been resolved after reasonable efforts have been made to achieve an effective resolution of the issue” (Section 82 WHS Act 2011).  

Some key consultation functions on an inspector are:  
· to provide information and advice about how to comply with the law 
· develop and improve systems of work
· to help resolve work health and safety issues 
· to help resolve right of entry disputes 
· to review a disputed PIN 
· to investigate contraventions and assist to prosecute offences. 
· compel individuals to answer questions or provide documentation 

Part 9 of the WHS Act 2011 outlines the specific requirements surrounding matters such as presenting an identity card.


	Entry permit holders

	Entry permit holders (e.g. unions) can enter a workplace to: 
· Inquire into a suspected contravention (section 118 of the Act)
· Consult with the PCBU regarding the matter they have entered site for 
· Consult with workers (Section 121) 
· Provide advice to workers on matters (section 121 of the Act) 

Part 7 of the WHS Act 2011 clearly outlines the rights and responsibilities of an entry permit holder for every circumstance that they may be required to enter a site. 

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (Qld)
Worksafe QLD
Comcare
Fair work Ombudsman
Guide to the WHS Act
Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice
Paynters Consultation, Coordination & Cooperation Procedure




	Discriminatory, coercive and misleading conduct

	Part 6 of the Work Health and Safety Act 2011 (Qld) addresses discriminatory, coercive and misleading conduct. It is unlawful for any person (including the above-mentioned parties) to engage in or encourage another person to participate in or take any of these actions. It could also be said that the above-mentioned parties have a responsibility to prevent or monitor the occurrence such conduct. For example, in section 106 of the WHS regs, a regulator may suspend or cancel a HRW licence if an individual gives a false or misleading response of their licence application. 

	Documents which outline roles, duties, rights and responsibilities

	WHS Act
WHS Regs
Anti-Discrimination Act 1991 
Fair Work Act 2009 (Cth)




	Informing individuals/parties

	The above individuals and parties are informed of their roles, duties, rights and responsibilities through numerous means such as:
· PM & CA Meetings
· Contracts 
· Training (Internal & External providers)
· e.g. the ABCC have run a session on the process union members are to follow when entering a site & what to do if this process isn’t followed
· Project Team meetings
· HSEQ Management Plan
· There is a dedicated section of the plan discussing how Paynters will ensure fair & prevent any stakeholders 
· Right of entry flowchart
· Internal processes & procedures 
· E.g. Right of entry record (permit holders are required to fill this out before entering site)
· Toolbox Talks
· HSEQ Alerts
· Emails  





	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref63252781]

	Identify one (1) WHS consultation and participation process that exists in your workplace. 
a) [bookmark: _Ref63252942]Identify individuals/parties to be involved in reviewing the process and identifying improvements
· How would feedback from these individuals/parties be collected?
b) [bookmark: _Ref63252783]Undertake a review of its effectiveness
· Compare it with the requirements identified in Activity 1
· Identify factors that may impact on the process. Consider the impact of:
· Workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Structure and organisation of the workforce (i.e. part time vs casual vs contract workers; shift rosters; geographical location)
· Workplace culture relating to gender 
c) [bookmark: _Ref63252919]Identify specific areas for improvement and opportunities to enhance the process
· Justify the appropriateness of such improvements and outline how they will integrate with existing WHS systems 
d) [bookmark: _Ref63252921]Outline how such improvements will be implemented in the form of an action plan. 
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation. 
· Prioritise tasks and specify timelines for implementation.




	Name of WHS consultation and participation process

	Paynters Health and Safety Committee (HSC)
This committee meet once a month and is comprised of staff from all sectors of the business. 



	Individual/parties involved in review

	The following personnel are to be involved in the review of Paynters HSC
· Current HSC members
· HSEQ Corporate Team
· Department Managers 
· Operational Managers 
· Directors (may not be directly involved in the review but key information would be shared with them & direction sought where required)  

Feedback would be collected via:
· Surveys
· Casual conversations
· During a HSC meeting
· Audits (e.g. graph the attendance of members) 


	Review outcomes

	The effectiveness of the committee can be determined by analysing factors such as: 
· Member involvement 
· Are members attending meetings? 
· How many meetings were missed?
· Are members giving valid reasons for not attending?
· Did the member self-nominate or did their manager nominate them?
· Are members actively engaged & contributing to the meeting?
· Manager drive/involvement
· Are managers assisting members with attending meetings (e.g. organising site supervision whilst the Site Manager attends the HSC)
· When applicable, are matters brought up during the HSC being relayed to the relevant managers?
· Are managers keeping their staff accountable (e.g. ensuring they attend each HSC Meeting)
· Are department Managers aware that their staff have HSC commitments & when meetings are going to occur?
· Are actions being completed?
· Who is completing actions?
· How quickly are actions completed?
· Meaningfulness of topics discussed
· Do members understand the topics being discussed?
· Are the topics being discussed in the correct forum? 
· How quickly meeting minutes are finalised & distributed to members 
· How much time do HSC members have to complete actions assigned to them during a meeting? 
· Day & time meetings are held
· Is the morning or afternoon more suitable?
· Appropriate representation of all departments & locations 


	Areas for improvement and opportunities for extending process

	By analysing the above factors, the following areas of improvement were identified:
· No regional involvement 
· There is no representation from NSW, ACT, CQ & FNQ. 
Solution - Source nominations from these locations

· Poor attendance 
· There has not been 100% attendance since February 2020
· Since Feb 2022, average attendance numbers are 7
· The lowest attendance was 5 of 17 
Solution – HSC meetings to occur less frequently (e.g. once every 3 months)

· Tasks assigned to members are rarely completed
· Often, the HSEQ Team have to take over for anything to get done
Solution –. Send members away from the meetings with meaningful & achievable tasks (e.g. a question to ask their work group). Offer support to HSC members & check in regularly.

· Meeting minutes are not finalised & distributed quickly 
· As meetings occur monthly, members need ample time to complete tasks/gather information 
Solution - HSC meetings to occur less frequently (e.g. once every 3 months)

· Department managers are not aware of HSC commitments or meeting dates
Solution - Include Managers in the calendar invite & include HSC meetings in Paynters Corporate reporting calendar 


	Action plan

		Phase 
	Details
	Timeline

	1
	The HSEQ Team & upper management are to meet and determine what Paynters want the HSC to achieve. Ensure these goals are presented in a simple & captivating way (members should not feel overwhelmed). Speak with past HSC members about their experience and any challenges they faced. Map out when meetings will be held throughout the year & add to Paynters corporate reporting calendar. 

	2 weeks

	2
	Nominations
Staff are more likely to attend if they self-nominate. An email will be sent out to all staff providing adequate information about the HSC, including its purpose & goals. Staff can express their interest simply by responding to the email.

	2 weeks

	3
	Structured meetings & clear actions
Meeting agenda to be followed & minutes recorded on approved template. Any actions raised during the meeting must be clear, meaningful & have a due date. 
The chair (HSEQ Team) is to closely monitor discussions to ensure meeting is o member is to keep staff on track & assist with simplifying. 

Meeting minutes to be finalised & distributed within 4 business days. 
	Immediately & ongoing

	4
	Member Feedback/Review
Engage in casual one on one conversation with members (e.g. determine if they still want to be apart of the HSC)
Send a survey out asking for feedback 
Monitor member attendance & involvement (and findings can be addresses in casual conversation with the member) 
Review meeting minutes to determine if & when actions are being completed
Quality of items raised/discussed
Raise relevant issues in other forums (e.g. operation meeting)
	1 week (to occur every quarter)








	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref63255589]

	Refer to the process improvements developed in Activity 2. Consider the following:
a) [bookmark: _Ref63255590]Apart from training, what other advice and support might be offered during the implementation of these improvements?
· Who would need such advice and support?
· Who might you consult to assist with providing such advice and support?
b) [bookmark: _Ref63255612]How would you monitor evaluate the success of each improved process?
· Identify the criteria used for the evaluation (i.e. positive performance indicators).
· What type of information will you gather? Who will be required to gather this information?
c) [bookmark: _Ref63255605]Identify two (2) potential barriers to the implementation and effectiveness of the improved processes
· Identify measures that could be implemented to remove these barriers.
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation of these measures. 
· Prioritise tasks and specify timelines for implementation of these measures.



	Advice and support

	1. Providing better access to WHS information (e.g. HSEQ notice board, updates provided via email). Staff are more likely to participate if they understand the purpose and goal of consultation and participation processes. 

2. Encouraging & engaging in informal discussions with workers. Conversation & putting forward ideas should not be limited to formal meetings. The HSEQ Team can implement an ‘open door policy’, where staff can come discuss matters whenever they feel.

3. Encouraging input to safety audits, hazard identification and risk assessment processes. Encouragement may be fostered through incentives/internal challenges.

4. Making others feel valued & that their input is important

5. Gain support from upper management (directors) & department managers. If staff can physically see their management supporting/participating in consultation processes. 

6. Offer to be a mouthpiece for HSC members. Often staff do not feel confident or authorised to raise certain issues with management. The HSEQ Team (Chair) should be willing to have conversations on behalf of members (e.g. HSEQ Manager to raise a matter in the next Operations meeting) and provide members with regular updates. 

7. Flexible meeting times/ arrangements. The HSC should aim to determine the next meeting date & time at the commencement of each meeting. Additionally, it should not be mandatory for members to attend in person, dialling in via zoom should also be an option.



	Evaluating success of improvements

	1. Attendance rates - Each member is expected to attend a certain percentage of meetings. Attendance is noted in meeting minutes & will be transferred into an excel spreadsheet for graphing.
 
2. Yearly HSC review – Summarise the initiatives created/initiated by the HSC vs how many initiatives were delivered.  

The HSEQ Team will be responsible for tracking the success of each improved process. Findings would be presented to management. 


	Addressing potential barriers

	Barrier 1: Workplace culture. There is a noticeable difference between the attitudes & involvement of different departments within Paynters. For example, site staff are often only focused on the physical construction of a project and not with background quality checks. As the HSC is comprised of staff from each department within the business, the HSEQ Team must to ensure that discussions remain inclusive. Time should be taken to explain the relevance of each item raised within a meeting. 

Barrier 2: Structure of the workplace. Paynters have sites & offices located along the whole eastern seaboard.  Unfortunately, regional offices are often left out of the loop/receive information late. Management are to keep regular contact with remote staff though meetings, informal check ins & face to face visits.  Implementing an online company notice board can also assist with ensuring information is reaching all staff members (1 month to develop & roll out). 





	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

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




	Participant name
	Hannah Ockendon

	
	

	Participant signature
	
	
	

	Date
	12/07/2022



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	6
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref35350969]ASSESSOR COMMENTS

	


Which of the following matters are addressed within the Work Health and Safety Act 2011 (Qld) and Work Health and Safety Act 2011 (Cth)? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety duties
	

	
		Consultation, representation and participation
	

	
		Tips for communication
	

	
		Discriminatory, coercive and misleading conduct
	

	
		Workplace entry by WHS entry permit holders
	




[bookmark: _Ref35417543]Which of the following are types of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Internal involvement in inspections and audits
	

	
		Team meetings
	

	
		Planning committees
	




[bookmark: _Ref63258056]	Which of the following individuals and parties may be involved (directly or indirectly) with WHS consultation and participation processes and their outcomes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Managers and supervisors
	

	
		PCBUs or their officers
	

	
		Workers
	





[bookmark: _Ref453074655]Which of the following provide guidance and support when planning and implementing WHS consultation and participation arrangements? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Action plans with allocated responsibilities and timelines
	

	
		Training and advice to required personnel
	

	
		Monitoring success against positive performance indicators
	

	
		Facilitating change, as based on evaluations
	




[bookmark: _Ref63258145]	Which of the following systems need to be considered when implementing changes to WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		WHS policy procedures, processes and systems
	

	
		Accounting
	

	
		Human resources
	

	
		Management
	




[bookmark: _Ref63258247]	Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation meetings being too long and boring
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Workplace culture
	

	
		Having separate work sites
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	PRACTICAL ASSESSMENT INSTRUCTIONS

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





	Participant name
	Hannah Ockendon

	
	

	Participant signature
	
	
	

	Date
	12/07/2022



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS522
Manage WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to hold meetings with various parties with regards to WHS consultation and participation, including:
· Developing and delivering short presentations (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) about WHS consultation and participation
· Seeking PCBU and worker feedback about WHS consultation and participation processes
· Developing action plans to improve WHS consultation and participation arrangements
· Monitoring and evaluating changed WHS consultation and participation arrangements

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Presentation materials (e.g. PowerPoint) for PCBU and workers
· Action plans (original and modified)
· Survey and data
· Report of monitoring and evaluation findings

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. questions asked by assessor during presentation).

	Resources required: 
Computer., Report template (HO1)

	Assessment of task

	Name of participant:
	

	Name of assessor:
	

	Location:
	

	Date:
	

	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Identifying WHS consultation and participation requirements 

	1.1A.  [bookmark: _Ref36106014][bookmark: _Ref63687352]Develop a presentation for the PBCU which explains legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities of the PCBU (and their officers) and workers.
	

	1.1B.  [bookmark: _Ref36106065]Deliver presentation (in person/via live stream video).
	

	2 Review existing processes

	1.2A.  [bookmark: _Ref36106080]Seek PCBU feedback about meetings, as a current WHS consultation and participation process, considering:
· Effectiveness of WHS meetings
· Inconsistencies between current meeting processes and identified requirements for WHS consultation and participation 
· Areas for improvement
	

	1.2B.  [bookmark: _Ref63687498]Work with the PCBU to modify existing processes to achieve requirement improvements, considering:
· Characteristics and composition of the workforce (e.g. Language, Literacy and Numeracy [LLN] skills, culture, gender, labour market/structure)
· Existing WHS and other systems (including WHSMS)
	

	1.2C.  [bookmark: _Ref63687540]With the PCBU, develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	

	3 Facilitate implementation of updated processes

	1.3A.  [bookmark: _Ref63687565]Develop a presentation for workers which explains updated meeting processes, as per the action plan. 
	

	1.3B.  [bookmark: _Ref35418579]Deliver presentation (in person/via live stream video), demonstrating improved processes, and listen to your audience to respond appropriately to any questions.
	

	1.3C.  [bookmark: _Ref63687592]Seek worker feedback/adjustments to action plan.
	

	1.3D.  [bookmark: _Ref63687605]Document improved processes (considering worker adjustments).
	

	4 Monitor and evaluate updated processes

	1.4A.  [bookmark: _Ref63687609]Develop and distribute survey to determine effectiveness of updated meeting process (Note: Assessor may complete survey if simulated).
	

	1.4B.  [bookmark: _Ref63687649]Review survey data in light of positive performance indicators.
	

	1.4C.  [bookmark: _Ref63687653]Develop recommendations for improvement and develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	

	1.4D.  [bookmark: _Ref63687670]Summarise outcomes of monitoring and evaluation for PCBU in a report. 
	

	The Participant’s performance was:  Satisfactory     Not Satisfactory
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