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ASSESSMENT FOR BSBWHS405

	Student name
	Kylie Glass

	Date of assessment submission
	25/01/2019


	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

	· Documents supporting policy/WHSMS
	· Workbook response (below)

	· Policy/WHSMS planning and implementation
	· Workbook response (below)

	· Evaluating WHS performance 
	(1) Workbook response (below)

	· Review and improve WHSMS
	(2) 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
	Calty Constructions

	Workgroup
	




	· 

	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:
· Work Health and Safety Act 2011 (Qld)
· Work Health and Safety Regulations 2011 (Qld) 
· Australian Standard AS/NZS 4801:2001 
· Australian Standard AS/NZS 4804:2001 
· Standards Australia publication HB 211-2001 
· A code of practice relevant to your chosen workplace
· An example of guidance material from the regulator (e.g. WHSMS tools)




	
	Summary of contents

	1. Work Health and Safety Act 2011 (Qld)
	Section 3 of the Work Health and Safety Act 2011 (Qld) states that:

The Main object of the Act is to provide for a balanced and consistent framework to secure the health and safety of workers and workplaces.  This is achieved by:
(3) (b) providing for a fair and effective workplace representation, consultation, cooperation and issue resolution in relation to work health and safety
(1) (d) promoting the provision of advice, information, education and training in relation to work health and safety
(1) (f) ensuring appropriate scrutiny and review of actions by persons exercising powers and performing functions under this Act
(1) (g) Providing a framework for continuous improvement and progressively higher standards of work health and safety

Section 19 – requires a PCBU, as far as reasonably practicable, ensure:
(2) (c) the provision and maintenance of safe systems or work
(f) the provision of any information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out as part of the conduct of the business or undertaking
(g) that the health and safety of workers and the conditions at the workplace are monitored for the purpose of preventing illness or injury of workers arising from the conduct of the business or undertaking

Section 47- requires a PCBU to, as far as reasonably practicable, consult with workers who carry out work for the business or undertaking who are, or are likely to be, directly affected by a matter relating to work health and safety.

Section 28 – Duties of workers.  Whilst at work, a worker must:
(c) comply, so far as reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with the Act
(d) cooperate 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. 

In short, the Act requires:
· PCBU’s to create and maintain safe systems of work in consultation with workers, and to educate workers in these safe systems.
· Workers are required to cooperate and comply with the safe systems of work.


	2. Work Health and Safety Regulations 2011 (Qld)
	In addition to stating the duties of the PCBU and its officers with regards to providing a safe and health work environment, the Regulation specifically details when a WHSMS must be established.
An example of this is stated in:
Part 9.3 Duties of operators of determined major hazard facilities
	Division 3 – 558 Safety management system.
(1) The operator of a determined major hazard facility must establish a safety management system for the operation of the major hazard facility, under this section.
(2) The operator of a determined major hazard facility must implement the safety management system for the major hazard facility, so far as reasonably practicable.
(3) The safety management system must – 
a. provide a comprehensive and integrated system for the management of all aspects of risk control in relation to the occurrence and potential occurrence of major incidents at the major hazard facility; and
b. be designed to be used by the operator as the primary means of ensuring the safe operation of the major hazard facility.
(4) The safety management system must – 
a. be documented; and
b. state the operator’s safety policy, including the operator’s broad aims in relation to the safe operation of the major hazard facility; and
c. state the operator’s specific safety objectives and describe the systems and procedures that will be used to achieve those objectives; and
d. include matters specified in schedule 17; and
e. be readily accessible to persons who use it.


	3. AS/NZS 4801:2001
	AS/NZS 4801:2001 provides a nationally recognised framework for managing and documenting how work health and safety should be handled.

AS/NZS 4801:2001 defines WHSMS as part of the overall management system, which includes:
· organisational structure
· planning activities
· responsibilities
· practices
· procedures
· processes
· resources
which are used for developing, implementing, achieving, reviewing and maintaining the WHS policy, and so managing the WHS risks associated with the business or organisation.
AS/NZS 4801:2001 recommends that a review of WHSMS should be completed at once every two years.



	4. AS/NZS 4804:2001
	AS/NZS 4804:2001 provides general guidance concerning principles, systems and supporting techniques including:
· how to set up a WHSMS
· how to continually improve a WHSMS
· resources required for set up and improvement

The success of an WHSMS depends on the commitment from all levels and functions within an organisation, especially from senior management.  An effective WHSMS can assist the organisation to – 
· set out WHS policy and objectives
· establish, assess and review the effectiveness of procedures which give effect to WHS policy and objectives
· achieve conformance with WHS policy and objectives of the organisation
· demonstrate conformance to others


	5. HB 211-2001
	OHS management systems – a guide to AS 4801 for small business

This handbook is designed to be used as a tool by small businesses to assist them in complying with the requirements prescribed in AS/NZS 4801:2001.
Its guidance is intended as an example in simple terms of how each requirement may be achieved for small business.

The handbook aims to help you:
· develop or modify the system you have in place
· run your WHSMS
· compare you WHSMS to AS4801
· make necessary changes to your WHSMS
These steps should form part of your spiral of continual improvement. 


	6. Code of practice
	Workplace health and safety consultation, co-operation and co-ordination Code of Practice 2011.

This code of practice provides practical guidance for persons who have duties the Act and Regulations and includes information on mechanisms to facilitate worker representation and participation. The code of practice states the requirements for consultation in the workplace and also the benefits.  The code of practices recommends the establishment of a health and safety committee as a way to facilitate worker consultation, and the health and safety committee should be involved in the planning, development and review of WHSMS.

You must consult with workers when:
2.3 Making Changes
You must consult your workers when planning to make changes that may affect their work health and safety, for example when:
· changing work systems, work procedures or the work environment
· developing a new product or planning a new project
· restructuring the business
2.4 Developing procedures
	A procedure sets out the steps to be followed for work activities.  you must 
	consult with affected worker when developing procedures for:
· resolving work health and safety issues
· consulting with workers on work health and safety
· monitoring worker’s health and workplace conditions
· providing information and training.

Benefits of a health and safety committee include:
· having regular, planned and structured discussions about health and safety matters
· encouraging a co-operative approach to health and safety
· bringing together a group of worker and business representatives to collaboratively discuss and develop ways of improving the systems for managing health and safety at the workplace
· encouraging the development and retention corporate knowledge on health and safety matters for the workplace

The health and safety committee is the forum for consultation on the management of health and safety across the whole workforce.  It should consider the development, implementation and review of the policies and procedures associated with the organisation’s work health and safety system. 


	7. Guidance material
	Work Health and Safety Management Systems (WHSMS): A Snapshot 
Website: www.comcare.gov.au 

WHSMS: A Snapshot - provides information to persons conducting a business or undertaking on what a WHSMS is and what it is designed to achieve.

PCBU’s should ensure the following key principles are present in their WHSMS.
· Policy
Decide, commit and communicate the WHS vision, which might encompass:
· developing policies, procedures and plans, in consultation with workers, that support enduring WHS outcomes for the business or undertaking
· document control and review
· providing the necessary resources for success
· driving outcomes through leadership at all levels of the organisation
· Planning
Set WHS goals to be achieved and plan for their success through:
· the allocation of responsibility and accountability for WHS outcomes
· consultation
· specific WHS programs
· training
· reporting
· communication, information and awareness
· Implementation
Where the WHS policies, procedures and plans are in place and effective, evidence of this might include:
· hazard identification arrangements
· risk assessments
· risk control
· emergency management
· injury management and return to work
· supervision
· training
· reporting
· communication, information and awareness
· Measurement and evaluation
Routinely measuring WHS outcomes against agreed goals, including:
· audits
· reviews
· incident data
· registers and records
· Management review
Undertake continuous performance evaluation and improvement, where this might include:
· evaluate performance against targets
· develop new and review existing plans for continuous improvement
Should the PCBU require further information, they guide directs them to review the Australian Standards (AS/NZS) 4801:2001 and 4804:2001.





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Explain your involvement, as a workgroup supervisor, with incorporating the following policy areas into your organisation’s WHSMS:
(4) Injury management 
(5) Return-to-work 

In particular, explain how you would:
· Contribute to the planning, development and promotion of these documents.
· Seek the contribution and support of others in the planning, development and promotion of these documents. 
· Apply these documents to your own and others’ work areas and job roles.
· Communicate to others about the importance and application of these documents.




	Injury management policy

	Contributing to planning, development and promotion

	Steps that I can take to contribute to the planning, development and promotion of the company’s Injury management policy are:
 - Assist in putting together a team which consists of workers, HSR’s and management who will work together to develop the policy.
- Facilitate regular team workshops during the development stage until the policy is published.
- Assist the team to determine what the objective of the policy is, what the legislative requirements are for injury management and how we will comply with them, and how the policy will be implemented and communicated to workers in the workplace.


	Seek contribution and support in planning, development and promotion

	Seeking the contribution and support of others in the planning, development and promotion stages of the injury management policy will help to ensure that the processes contained in the policy are relevant and address the needs of all individuals and parties.

External sources of information that I would access include:
- Current workplace health and safety legislation, including the Work Health and Safety Act 2011, and the Work Health and Safety Regulation 2011.
- WHS regulator website: www.worksafe.gov.au/claims-and-return-to-work which provide a wealth of information and guidance materials and publications.
- WHS specialist advisors or consultants who have experience in injury management and development of policies.

	Apply policy/WHSMS

	It is important that the injury management policy is communicated to all workers, and that is applied in practical terms that relate to each worker’s work area.
For each work group, I would look at past injury records and determine what the most frequent type of injury that occurs in that area.  When communicating and training the workers in the policy I can draw on practical examples that relate to their works.


	Communicate policy/WHSMS

	I will ensure that the policy is communicated in such a way that all workers understand the process to be followed if they injure themselves at work. I must also ensure that that are aware that Calty Constructions has a current WorkCover policy and that they are covered if they have an accident at work.  It must be communicated that WorkCover is a ‘no fault’ compensation scheme which means that Queensland workers have the right to apply for statutory benefits no matter who or what caused their workplace injury.
 Hopefully this will reduce the stigma that is attached to injured workers on WorkCover and ensure that all injuries in the workplace are properly reported.  This will ensure that the worker receives the correct medical treatment, as well as assisting the company to identify hazards and risks that are causing injury to workers. 




	Return-to-work policy

	Contributing to planning, development and promotion

	Within my role I have the opportunity to contribute to the planning, development and promotion of the company’s Return to Work Policy.
To do this, I would complete some research into what a Return to Work Policy should consist of, and what return to work goals are.  
I would ensure that I have a clear expectation in mind about what the Return to Work Policy should look like, which will help me to contribute to its development and promotion.  

	Seek contribution and support in planning, development and promotion

	I would seek contribution and support in the planning, development and promotion of the Return to Work Policy from the following sources:
- HSR’s and the workers they represent
- Site Supervisors
- Management
- External sources such as industry professionals and consultants 
Contribution from a wide range of sources will help to ensure that effective rehabilitation and return to work process are developed.
Consultation between all parties is to be coordinated in a co-operative and timely manner. 

	Apply policy/WHSMS

	The Return to Work policy is relevant to all workers and can be applied directly to their role.  Everyone should understand that the injured worker is the central focus of the return to work policy.  The return to work policy is developed to ensure the injured is supported in their rehabilitation process.  Suitable duties that are meaningful and productive will be identified for each role as applicable, as they will assist the worker in returning to work and ensure a successful outcome.
  

	Communicate policy/WHSMS

	I will ensure that the return to work policy is communicated to all workers and be included in the induction process for new workers.
I will make a hard copy of the policy available to all workers.
HSR’s and Site Supervisors will be educated in the return to work policy, so they can answer any queries that the workers have, and ensure they properly understand the policy. 
By ensuring the policy is communicated effectively to all workers we are showing that the company is committed to ensuring the return to work process for the injured worker is a successful one. 




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the following areas:
(6) Compliance with WHS legislation
(7) Incident investigation

Explain how you would:
· Contribute to evaluation of these areas.
· Communicate and explain evaluation of WHS performance to others. 
· Facilitate others’ contributions to evaluate WHS performance. Be sure to consider timely collation of feedback.
· 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

	Within my role as workplace supervisor I can contribute the evaluation of compliance with WHS legislation.  I can do this by completing an audit the company’s safety management system.  The audit will determine if:
· the safety management system continues to comply with legislation
· the safety management system is achieving its objectives
· the safety management system is adhering to and maintaining the performance criteria
· the auditing system is effective
· the safety management system is being adhered to on site
Resources I would refer to during this audit include:
· WHS Act 2011
· WHS Regulation 2011
· Licensing requirements
· Insurance requirements
· Company safety policies and procedures
· Document control and retention requirements


	Communicate and explain evaluation

	Prior to commencing the audit of the safety management system, I would hold a workplace meeting to communicate my intent to all workers.  

I will clearly explain:
· the reason for completing the audit
· the scope of the audit
· the processes I intend to use for evaluating the safety management system
· what tools will be used for benchmarking
· the timeframe I expect the audit to be completed within
· when and how my conclusions and findings will be reported
After this is explained to all workers, I will give them the opportunity to:
· ask any questions they may have on the audit
· give any suggestions on how the audit should be conducted, what topics to cover etc.
I will ensure this meeting is documented and records kept for future reference.



	Facilitate others’ contributions

	It is important to seek the contribution from other workers and stakeholders in the evaluation process.  I would facilitate during the audit process by:
· asking workers questions throughout the audit process
· seeking workers guidance throughout the audit process, especially in the areas in they have experience
· ensuring the workers have an opportunity to provide input 
Once the audit is completed, I would ensure that feedback on performance is provided in a timely manner and in a format that is clear and concise. I will focus on providing positive feedback on the areas in which compliance is achieved as well as highlighted areas needing improvement.
I will seek the contribution of workers and managers to determine what improvements can be implemented to areas of concern highlighted in the audit.  A combined effort to improve the safety management system will help to ensure improved and continued compliance.



	Example of a limitation or negative effect

	One limitation that the audit of the safety management system identified is that many sections of the safety management plan were not easy to understand.  The safety management plan was written using terminology and wording that is not clear, simple and concise.  Some workers may not fully comprehend and understand the document because of:
· the language used 
· the document is too long-winded and may lose the attention of workers
If workers do not fully understand the safety management system, it is likely that non-compliance will occur.





	Incident investigation

	Contribute to evaluation

	I would contribute to the evaluation of compliance with incident investigation by reviewing the history of incidents within the workgroup and determine:
· whether incidents are being reported
· if they are, what records are kept, and were investigations conducted?
· are investigations conducted thorough?
· have current incident investigation processes been communicated to workers?
· are current incident investigation processes being followed?
· do current investigation processes comply with legislative requirements?


	Communicate and explain evaluation

	There are a few stakeholders that I need to communicate and explain the evaluation process to.  These include:
· Management – I will send an email informing management of my intent to evaluate the incident investigation process.  I would include information on how I intend to do this, what resources I will use, how long I expect it to take, who I intent to consult with and when I will deliver my findings.
· Return to work coordinator – I will contact the return to work coordinator by phone and explain that I am completing an evaluation of the incident investigation process, and that I would require their contribution during the process.  I would follow this phone conversation up with an email to confirm requirements.
· Site Supervisor’s, HSR’s, workers – I will hold a tool box talk to discuss my intent to evaluate the incident investigation process.  In this meeting I will:
· reiterate that the reason for the evaluation is to determine whether our processes comply with current regulations.  
· explain that the incident investigation process is in place to prevent reoccurrence of incidents and not to find fault or lay blame on an individual.
· explain the process I intend to follow during the evaluation and my intention to consult with all workers.


	Facilitate others’ contributions

	I will coordinate the contribution from all stakeholders.  To ensure that honest and open consultation occurs, I will highlight the objectives of incident investigation.

“The main objective of an investigation is prevention. A good investigation aims to establish a series of events that should have taken place and compares it to what actually happened to identify areas that need changing.”

Emphasis will be placed on ensuring all stakeholders know that this is not a blame / name & shame exercise.

Once the evaluation is completed, I would ensure that feedback on performance is provided in a timely manner and in a format that is clear and concise. I will focus on providing positive feedback on the areas in which compliance is achieved as well as highlighted areas needing improvement.


	Example of a limitation or negative effect

	A limitation in the current incident investigation process does not stipulate or encourage the investigations being completed by a team.  As advised by WHSQ in their guide for investigating workplace incidents, it is best to complete the investigation by a team, so all parties can contribute their skills and expertise to achieve the best result. 
The PCBU is responsible for putting an investigation team together. Investigators are collectors of evidence and must base their conclusions on that evidence. 
Time must be taken to choose the right people to conduct the investigation. The following people should be considered for the team: 
· health and safety representatives
· site supervisor 
· person/s from the worksite
· people with the relevant knowledge





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the following areas:
(8) Compliance with WHS legislation
(9) Incident investigation

Explain how you would:
1. Contribute to review and improvement of these areas. 
1. Communicate and explain to others the review and improvement of the WHSMS. 
1. 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

	A review of our safety management system is necessary to ensure its continuing suitability, effectiveness and compliance with legislation.  I will schedule this review to be conducted regularly, at least annually.

As part of the review I aim to:
· Identify areas of opportunity which will lead to improved WHS compliance.
· Determine root causes of non-compliance or deficiencies.
· Develop and implement plans of corrective and preventative action to address root causes.
· Verify the effectiveness of corrective and preventative actions
· Document changes in procedures resulting from process improvement
· Make comparisons with objectives and targets
This review should be completed in consultation with all parties, such as workers, management and supervisors.  To achieve best results, the review should be a team effort, with all parties being represented.


	Communicate and explain review and improvement to others

	I would ensure the communication of the review and improvement process is open-ended to encourage and allow for input and feedback from all parties.
Where possible, I will ensure communication is face-to-face to allow workers the opportunity to express their opinions and suggestions.  This will be in the way of toolbox talks and staff meetings. 
I will be specific when communicating why the review is being conducted, what is being reviewed and how the review will be undertaken.


	Facilitate others’ contributions

	As part of my role, I can facilitate the contributions of others to review and improve the safety management system.  To do this, I would establish a review team who can:
· work together to review the safety management system
· identify areas of opportunity
· identify ways to improve current process
· ensure the safety management system complies with current legislation
This team would consist of members such as:
· management
· HSR’s
· Safety officer
· tradesman
I would ensure that the team’s findings are communicated to all workers, supervisors and management within the timeframe promised, and in a clear concise manner.






	Incident investigation

	Contribute to review and improvement

	I would ensure that a review of the incident reporting process is completed at least annually to ensure it remains compliant with current legislative and workplace requirements.
I would ensure the review team are aware of:
- what the legislative requirements are
- what the objectives of the incident reporting process is 

	Communicate and explain review and improvement to others

	I would communicate and explain the review and improvement process to others by:
- holding staff meetings to inform workers of the process, and why the process is being completed.
- updating management on the progress of review.  What the findings were and what improvements have been made to the incident investigation process.  These updates will be by email.
- all workers will be given training on any changes and improvements made to the incident reporting process.

By communicating and consulting all workers, the company is demonstrating their commitment to ensuring the health and safety of all workers.

	Facilitate others’ contributions

	As part of the incident reporting process review, the review team is to see the contribution of others.  I can facilitate this by:
- providing details of external resources that can be utilised, such as:
         - return to work coordinator
         - Workcover Qld
         - WHS Act 2011 and WHS Regulations 2011
         - Applicable codes of conducts and guidelines
         - current company policy and procedures
         - results of previous incident investigations
I will ensure the review team also consults with workers, their HSR’s and supervisors to get feedback and input from all areas of the workplace.   




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	· 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

	☐

	· Development, promotion and communication of WHS policy are the responsibility of PCBUs only. 
☐ 	True
☒ 	False 

	☐

	· It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS 
☒ 	True
☐ 	False 

	☐

	· 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

	☐

	· 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

	1. Obtain a copy of a WHS policy/Work Health and Safety Management System (WHSMS) to evaluate and review. 
	☒

	1. 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.
	☒

	1. Explain the outcomes of the evaluation to others and seek their contribution and support when writing updates to WHS policy/WHSMS.
	☒

	1. 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
	Matthew DuPayne

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

	Phone number of observer
	0401326370

	Email address of observer
	matthew@calty.com.au

	Signature of observer
	
	Date
	25/01/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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