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BSBWHS516 
Contribute to developing, implementing and maintaining an organisation's WHS management system 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS516 Contribute to developing, implementing and maintaining an organisation's WHS management system 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
	




	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
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	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, 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
	Construction Skills Training Centre (CSTC)

	Workgroup
	Resource Development




	ACTIVITY 1  [bookmark: _Ref37237267]

	[bookmark: _Hlk103008908]There are various legislative documents, standards and guidance documents to assist with the development and implementation of a WHSMS. 

Summarise what the following documents address with respect to a WHSMS (i.e. requirements of duty holders, consultation requirements, training/induction requirements, risk assessment and controls, and the form/content/purpose/ function of a WHSMS):
a) [bookmark: _Ref58498438]Work Health and Safety Act 2011 (Cth)
b) [bookmark: _Ref58498440]Work Health and Safety Act 2011 (Qld)
c) [bookmark: _Ref58498442]Work Health and Safety Regulations 2011 (Qld) 
d) [bookmark: _Ref58503849][bookmark: _Ref37240751]A code of practice relevant to your chosen workplace 
e) [bookmark: _Ref37238701]Australian Standard AS/NZS ISO 45001:2018 
f) [bookmark: _Ref37238640]The ‘Safety Management System Audit Report’ from the Queensland Regulator, Workplace Health and Safety Queensland (refer to Handout 1)
g) [bookmark: _Ref37237767][bookmark: _Ref37238317]Organisational policies regarding return-to-work and injury management
h) [bookmark: _Ref37237769][bookmark: _Ref37238320]Organisational procedures regarding return-to-work and injury management
i) [bookmark: _Ref58503756]Organisational process regarding return-to-work and injury management




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Cth)
	Requirements of duty holders

PCBU 
Section 19 3(c). A PCBU with primary duty of care is to ensure “the provision and maintenance of safe systems of work.”

Section 28 (c) & (d) outline the duties of workers:
· comply with any reasonable instruction that is
given by the PCBU  
· co-operate with any reasonable policy or
procedure of the PCBU relating to health or
safety at the workplace

Section 29 (c) outline the duties of other persons at the workplace:
· comply with any reasonable instruction that is
given by the PCBU  

Consultation requirements
Section 46 outlines the requirement for duty holders to consult with other duty holders - “Each person with the duty must…consult, co-operate and co-ordinate activities with all other persons who have a duty in relation to the same matter."

Section 47 addresses the duty of a PCBU to consult with workers
"who are, or are likely to be, directly affected by a matter relating to
work health or safety". Section 48 & 49 continues by specifying the nature of the consultation & when consultation is required with workers

Risk assessment and controls
Section 18 addresses what is reasonably practicable in relation to the duty to ensure health & safety – in particular, the risk assessment process. Whilst this section doesn’t directly mention a WHSMS, it can be implied that the PCBU’s WHSMS must establish address/outline the risk assessment process. This will often be in the form of developing a risk matrix or risk register. 

The form/content/purpose/ function of a WHSMS
This is not directly addressed in the WHS Act but it can be implied that the WHSMS purpose would be to achieve that which is outlined in Section 19 (1) & (2). 


	b) Work Health and Safety Act 2011 (Qld)
	As the WHS Act QLD 2011 has been developed using the WHS Act 2011 (Cth) as the framework, that which has been outlined above (Question (a)) will also apply to this question. 


	c) Work Health and Safety Regulations 2011 (Qld)
	The regulations do not address WHSMS’s in general but does thoroughly outline the requirement for a major hazard facility to establish a safety management system (Section 558). 


	d) Code of practice
	How to manage work health and safety risks – Code of Practice
Although this code of practice does not mention WHSMS’s directly, it does instruct the following: “Risk management is a proactive process that helps you respond to change and facilitate continuous improvement in your business. It should be planned, systematic and cover all reasonably foreseeable hazards and associated risks.” 
The code then details the various aspects of effective risk management which can be valuable information for businesses to use when developing or improving their WHSMS.


	e) AS/NZS ISO 45001:2018
	This document thoroughly addresses what is required in a WHSMS, including assistance with understanding:
· The overarching responsibility of a PCBU to secure the health & safety of worker & others wo can be affected by their activities 
· The purpose of a WHSMS
· Factors that determine the success of a WHSMS
· How to determine the scope of your business & the needs of workers/other interested parties (in turn helping determine the scope of the WHSMS) 


	f) Guidance material 
	This document is a tool used by accredited auditors to determine if a businesses’ WHSMS is complaint with AS/NZS 4801:2001. This report template ensures all auditors work to a structured & universal framework & enables them to make comments on their findings. 

This report template can also be a great tool for businesses to use when they are developing their WHSMS or want to self-audit their system.  

	g) Organisational policy
	Paynters Rehabilitation Policy acknowledges the impact that work related injuries have on both the individual & their family as well as the  importance of “helping workers to stay at work or make an early & safe return after an injury”. The policy then continues on to state that Paynters have implemented a system of workplace rehabilitation. 

This system includes: 
· Appointing a Rehabilitation and Return to Work Coordinator 
· Providing a safe and healthy work environment;
· Encouraging the early reporting of injuries;
· Making suitable duties available to injured workers as soon as possible after an injury occurs;
· Consulting with injured workers to develop their suitable duties program;
· Respecting the confidentiality of worker’s medical and rehabilitation information;
· Reviewing workplace rehabilitation policy and procedures at least every two years.



.

	h) [bookmark: _Ref37239430]Organisational procedure
	Paynters Rehabilitation & Return to Work Procedure

This is a detailed document that addresses the following:
· Definition of rehabilitation
· Relevant legislation
· Qualifications that a Return-to-work Coordinator (RRTWC) is required to hold
· Definition of a suitable duties plan
· Payment of wages
· Grievance procedure
· Roles of managers & co-workers
· The responsibilities & rights of an injured person
· The role of the RRTWC
· Detailed flowchart specifying the steps to be taken by an injured person
· Detailed flowchart specifying the steps to be taken by the RRTWC
· Reference to other internal documents regarding rehabilitation & RTW


	i) [bookmark: _Ref37239395]Organisational process
	Paynters Emergency Management Process

This is an overarching document that addresses how Paynters will respond to workplace emergencies/incidents. This is a comprehensive document, outlining the following:  
· Purpose & Scope of the procedure
· Identifying emergency risks
· Requirement to complete emergency response plans
· Emergency roles & personnel
· Training requirements (evacuation drills, fire wardens, Rehabilitation Coordinator competencies etc)
· Critical vs non critical incidents & response requirements for each
· Consultation requirements (e.g. Critical incident management team)
· Post event actions (employee assistance & counselling)
· Rehabilitation & return to work (refers reader to another document)
· Post event review (ensure all actions have been closed out, review & amend site emergency response plan etc)





	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref37237300]

	Explain your involvement, as a workgroup supervisor, with incorporating the following elements into your organisation’s WHSMS:
· Injury management 
· Return-to-work 

In particular, explain how you would:
a) [bookmark: _Ref37237344]Contribute to the planning, development and implementation of each element, as relevant to your own workgroup
· Use examples to identify timeframes and resources necessary to implement these elements.
· Identify how the plan should be finalised and recorded, as per organisational policies and procedures.
b) [bookmark: _Ref37237328][bookmark: _Ref58498749]Seek the contribution, feedback and support of others in the planning, development and implementation of the WHSMS 
· Identify management roles and responsibilities that may be needed to implement the WHSMS. 
c) [bookmark: _Ref37237333][bookmark: _Ref58498771]Communicate to workgroup members about the benefits, importance and application of the WHSMS 
d) [bookmark: _Ref58502914]Identify and address how the following factors may be barriers to the implementation of the WHSMS, and how they might be addressed:
· 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 




	Contributing to planning, development and implementation

	Injury management

	Due to the high risk nature of the work Paynters conduct, the planning, development & implementation of injury management into the WHSMS would be completed promptly. Estimated timeframes have been noted throughout this response.   

Planning (3 days)
Research & understand legislative requirements & other guidance material regarding injury management (e.g. Workers’ Compensation and Rehabilitation Act 2003). Review Paynters WHSMS to see if/how it currently addresses incident management and identify any gaps. Identify personnel involved in injury management & their responsibilities.   
Look at historical incident data (e.g. frequency of LTI’s, how many days were lost, length of time an individual was on suitable duties) & determine how Paytners are currently performing. I would collate my findings & present them to HSEQ Manager & other relevant parties. 

Development (1 week to draft plan & 1 week to gain approvals)
After gaining an understanding on the legislative requirements surrounding injury management, I can begin to assess how Paynters would practically meet these requirements. I could draft a plan, ensuring to consult with relevant parties. Once drafted, I can organise a review meeting with relevant stakeholders via zoom or face to face. 

To finalise the plan, it must:
· Be written into a formal procedure 
· Go through Paynters document approval process (HSEQ Manager and Board of Directors to review & approve)
· Be assigned an internal document reference number
· Be uploaded to Paynters Intranet (ASITE) 
· Notification of the document to be sent to staff (including the background, reasoning & application of the document)  

Implementation (1-4weeks)
The biggest element of introducing/incorporating a new element into the WHSMS is communicating it across the business.

To assist with implementation I would: 
· Attend PM, CA & Site meetings (these occur monthly)
· Present to HSEQ Committee (occur bi-monthly)
· Present to HSEQ Team Meeting (occur bi-monthly)
· Provide ongoing support to staff (e.g. answer questions they might have & provide training)


	Return-to-work

	Due to the high risk nature of the work Paynters conduct, the planning, development & implementation of return to work into the WHSMS would be completed promptly. Estimated timeframes have been noted throughout this response.   

Planning 
Research & understand legislative requirements 
Understand the role/tasks completed by of each position in the business. I can gather information on the worker’s pre-injury duties via obtaining job description documents or through consultation with the injured worker and their supervisors and managers.
Identify low impact/risk work activities.

Development
Develop a list of generic light/suitable duties (e.g. office based roles for those out on site)
Investigate work from home capabilities. . Create flowcharts to help simplify the process/make it easier to follow.

Implementation
Run training/information sessions in various forums (as noted in my injury management response above)






	Seeking contribution, feedback and support in planning, development and implementation

	Paynters HSEQ Team will be primarily responsible for the planning, development & implementation these elements into the WHSMS. The following would be completed to satisfy the legislative requirement for the PCBU to consult with workers (WHS Act QLD 2011 Section 47).

Seeking contribution
· Consultation with Paynters’ workers compensation insurer would provide specialised advice on the PCBU’s obligations  
· Raise topic & lead a discussion in multiple forums such as:
· PM & CA meetings
· Site staff meetings
· HSEQ committee meeting 
· Safety staff meeting
· Operations meeting (directors/managers of the company)
· Preconstruction meetings
· Meet with each department manager to determine what light duties are available for their workers

Seeking feedback
· Paynters will ensure to uphold their duty under Section 48 of the WHS Act QLD 2011
· Consulting with workers who have been previously injured or who are currently recovering from a workplace injury. This will provide the HSEQ team with a greater understanding on how the business’s current procedure is performing. Strengths and weaknesses will be identified.  
· Send questions & draft documents out to key stakeholders (e.g. Safety Team) for their feedback/comments.

Seeking support 
· Clearly explaining injury management & return to work to key stakeholders will be key in gaining support:  
· Legislative requirements (this will be particularly important when speaking with upper management. Directors are often interested in how/if the business is meeting their legal obligations) 
· Benefits for the worker (individuals are more inclined to participate/support something if they are aware of the direct personal benefits)
· Responsibilities (Example: brief department managers on the importance & positive effects of the involvement of managers in RTW) 




	Communicating about WHSMS element

	As mentioned above, workers are more inclined to support/get involved if they understand the WHSMS elements and are aware of their benefits. 

The following methods would be used to communicate the WHSMS element to workers:
1. Email (summarise key aspects of the WHSMS elements in a few simple dot points. Advise of the location of the document so staff can read it if desired)
2. Presenting a safety update segment during various meetings
· Attend PM, CA & Site meetings (these occur monthly)
· HSEQ Committee (occur bi-monthly)
· Safety staff Meeting (occur bi-monthly)
3. Site visits (site visits occur often for a range of reasons – the HSEQ team can ensure that they mention the WHSMS during their visit)
4. Toolbox talks (Example: a toolbox talk template for this topic would be developed & distributed to Site Managers. It would then be their responsibility to hold a toolbox with subcontractors)
5. Training/Information sessions (can be conducted in person or via zoom) 
6. Provide ongoing support to staff (extend an invitation to staff to call the HSEQ Team if they have any questions or concerns)
7. Include in worker inductions (internal & site based)
8. Include Injury management & RTW requirements in tender documents & contracts (this will ensure subcontractors have their own processes in place & that they are up to legislative standard)
9. Posters/flowcharts to be put up in site sheds & corporate offices


	Identifying and addressing barriers

	Workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Not everyone is familiar with legislative language. The WHSMS must be written & delivered in a way where people from all backgrounds can understand it (e.g. only presenting key information, creating flow charts to depict procedures)
· Resistance to participate (Some workers may feel that these matters do not concern them)
· Workers not feeling confident enough to speak up or ask questions (send an email out asking for any feedback or questions, allowing workers to respond privately)
· Experience levels (Example: a Site manager who has been in construction for 20 years will be able to pick up terminology & concepts much easier than a 1st year apprentice. Extra support & training will be offered to newer workers) 

Structure and organisation of the workforce (i.e. part time vs casual vs contract workers; shift rosters; geographical location)
· Paynters have sites down the entire east coast of Australia. Numerous training sessions/meetings will need to be organised to ensure all workers are covered (Keep attendance registers & meeting minutes for each & organise alternative times for those who could not attend)
· Site vs Office staff – Site staff are more likely to experience or attend to injuries that require management and/or return to work. Due to the relevance of the topic, site staff are more likely to adopt the changes & provide feedback. In order to involve office staff, a different approach may need to be developed (e.g. financial implications. Time off due to an injury = money lost) 




Workplace culture
· Stress. Everyone at Paynters is time poor. Introducing new elements/responsibilities may be overwhelming. (present the information in a simple & easy to understand format. Promptly address questions & concerns. Clearly outline the benefits of the WHSMS)
· Limited or unconstructive response/feedback from workers (keep the consultation casual & approachable. Have informal chats with staff on the matter)
· Resistance to change (Speak with individual to get an understanding of why they are uncomfortable or resistant to the change. Work through the concerns with the individual)
· Workers feeling unsupported by upper management (Upper management to attend & speak at meetings to demonstrate their awareness, understanding & support of the WHSMS)






	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref37237390]

	You are required, as a workgroup supervisor, to contribute to measuring the performance of the WHSMS elements addressed in Activity 2:
· Injury management 
· Return-to-work 

Respond to the following:
a) [bookmark: _Ref37237392]Explain how you would monitor each of these elements, to ensure they are effective and providing safe systems of work 
· What information and data will you collect?
· What lead and lag key performance indicators will you use to provide a valid and reliable measure of performance?
· When collecting records, how will legislative requirements be considered (e.g. privacy, anti-discrimination)
b) [bookmark: _Ref58502952][bookmark: _Ref37237406]Outline how you would communicate and explain measurement and evaluation of WHSMS performance to others. 
c) [bookmark: _Ref58497347]For each element, provide one (1) example of an implementation limitation that might be identified
· Propose two (2) adjustments to improve the WHSMS to address each limitation, identifying the preferred option after considering time and resource constraints that may exist
d) [bookmark: _Ref58502992]Identify how you would facilitate and support others’ contributions to measure, evaluate and improve WHSMS performance. 
· Who would you need to seek approval from when updating the WHSMS?
e) [bookmark: _Ref58503063]Explain how you would document and distribute the details of the approved WHSMS updates, as identified in c), considering required training and induction requirements




	Monitoring effectiveness

	Monitoring the effectiveness of these elements will rely heavily on constant inspection and investigation of the workplace and work practices. This is a process completed by numerous work groups in the business (e.g. Site managers as they have a greater knowledge of how these elements are performing on site). However, a report on their findings will be submitted to the HSEQ team for review & evaluation (e.g. detecting trends). 

A reporting system will be implemented as a means for obtaining the information necessary to evaluate a WHSMS’s success at regular intervals. This may include processes such as weekly inspection checklists (to be completed by Site Managers) or a Project Manager Monthly Report. 

These WHSMS elements must also be monitored at a high level by the HSEQ Team to ensure compliance against legislative requirements. I will need to maintain a thorough understanding of these requirements and keep an up to date knowledge of any changes to legislative, regulations, standards, codes of practice or guidelines. This knowledge will allow me to more easily identify areas of non-compliance and implement changes in a timely manner. 


By using the above mentioned data I can identify:
1. Number of injuries (Lag)
2. Injury classification (Lag)
· First aid
· Medically treated
· Although this is a lag indicator, MTI’s can be a good example of successful injury management. (Example: Following a significant injur, the HSEQ team will work with the injured person & their manager to establish suitable duties so they can return to work the following day)
· Lost time
· How much time was lost?
· Was this lost time avoidable (e.g. injury wasn’t managed correctly, injury wasn’t reported to HSEQ in a timely manner)
3. Cause of injury (Lag)
4. Hazards (Lead)
5. Near misses (Lag – although we are only getting this information as a result of an event, no injuries were sustained. This can assist with identifying the key hazards & implementing control measure so that a similar or worse event does not occur)
6. 

Injury management & RTW is a confidential process from the beginning. Injured/involved persons are only required to consult with their direct manager/supervisor & the RRTWC/HSEQ Team. Involved personas are advised that there information is kept strictly confidential. To aid in this, Paynters have created numerous spreadhseets that are used to enter the data collected. These spreadsheets generalise and categorise the information so that any personal details are not included. (Example: the indivudals occupation title is used instead of their name)  




	Communicate and explain evaluation

	The evaluation must be communicated in a way that is both easy to understand, meaningful & protects the personal information of those involved.  
 
Paynters have created an interactive dashboard that is accessible to all staff & updated on a monthly basis. This dashboard is made up of various charts (bar graphs, pie charts etc) & can be filterd to show information for a specific month or project. 
This dashboard is communicates information such as:
· Hours worked
· Hazards identified
· No. of incidents and their classification
· No. of working days lost due to work related injury
· Incidents by trade
· Incidents by bodily location

This dashboard is a fantastic tool for the HSEQ team when presenting in numerous forums and communicating safety concerns across the business as it clearly summaries key information & illustrates undeniable trends. Managers & project teams can also use the dashboard to see how their project is performing & if there are safety issues that must be addressed.


	Limitations and adjustments

	Injury management

	Paynters have offices & job sites along the entire east cost of Australia. As Paynters do not operate out of a centralised location, varying levels of understanding & commitment to implementing WHSMS elements may arise, possibly resulting in an inconsistent standard across the business. The HSEQ Team will need to be extra diligent in consulting with staff in all areas. This can be achieved through frequent visits, training sessions, zoom meetings & informal phone calls. Keeping in contact with staff with be fundemental in ensuring they understand their responsibilities & feel supported. Additionally, the HSEQ Team can assign the responsibility to monitor these WHSMS elements to certain staff members (often managers) & require them to report back periodically.


	Return-to-work

	Paynters procedure & process can outline desired timeframes for an individuals RTW however, these timeframes may not always be attainable. 

There are numerous factors that affect RTW timeframes such as:
· Severity of injury
· Willingness to return to work
· Workers capacity as stated by medical practicitioner 
· Too early a return to work resulting in the aggrivation of the injury
· Availability of suitable duties 

To navigate through these issues, Paynters can establish frequent communication with the injured person (e.g. weekly phone calls), continue to identify & adjust suitable duties and liase with the injured persons’ work team to ensure they are providing support/encouragement to the injured worker. 




	Facilitate others’ contributions

	The following means would be used to facilitate others’ contributions:
· Facilitate a discussion in numerous in internal forums
· PM & CA meetings
· Site staff meetings
· HSEQ committee meeting 
· Safety staff meeting
· Operations meeting (directors/managers of the company)
· Preconstruction meetings
· Survey staff 
· Survey questions are often added at the end of inspections & reports completed by staff members (these questions can be made mandatory so staff cannot complete the a inspection/report without making a comment)
· One on one conversations (formal & informal)
· Send an email to certain staff groups 
· Ensure to include structured questions that prompt meaningful answers (this also helps with obtaining the information you actually want)
· Tailor the questions to the work group being emailed

As the WHSMS is maintained by the HSEQ Team an agreement between the HSEQ Manager & Directors has been made determining what changes can be made without seeking upper management approval. Matter such as creating or updating Policies do require approval. . 

Regardless of the above mentioned agreement, the HSEQ team provide upper management with regular updates & frequently seek their input/support.  




	Communicating adjustments

	Paytners already have numerous forums where safety matters such as  injury management & RTW are discussed: 
· PM & CA meetings
· Site staff meetings
· HSEQ committee meeting 
· Safety staff meeting
· Operations meeting (directors/managers of the company)
· Preconstruction meetings
A member from the HSEQ Team attends all these meetings & is given a timeslot to present to attendees. 

Any WHSMS updates must be documented in a written policy or procedure. Depending on the nature of the update, the current status of the WHSMS may be communicated across the business or to the specific individuals who are directly involved. This will ensure staff know that their feedback is valued & that progress is being made. Updates are also often ommunicated via email, HSEQ Alerts, training sessions or toolbox talks. 

To encompass new staff, a HSEQ team member will make a visit to site & induct staff into Paynters WHSMS (in particular the Yellow Folders System). New staff are checked in with regularly & provided with ongoing support. 





	Satisfactory Outcome
	
	



	Workbook - BSBWHS516 Contribute to developing, implementing and maintaining an organisation's WHS management system



CSTC Pty Ltd_RTO#0699_v1-0_11/12/2020 	Page 3 of 5 
BSBWHS516 
Contribute to developing, implementing and maintaining an organisation's WHS management system


	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
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.



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

	9
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref58567870]ASSESSOR COMMENTS

	


Which of the following are elements of WHS policy that belong within a WHSMS and associated planning? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Commitment to comply with relevant WHS legislation
	

	
		Consideration of WHSMS certification standards
	

	
		Benefits of management of risk, injuries and disease
	

	
		Documenting, implementing, maintaining and communicating the WHS policy to all workers
	

	
		Return-to-work of injured workers
	

	
		Ensuring duty holders understand their responsibilities and ensuring induction and training needs are met
	




[bookmark: _Ref58567672]True or False (Tick your response): Development, implementation and communication of WHS policy are the responsibility of PCBUs only.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref37244576]True or False (Tick your response): It is best practice to communicate with others in the planning, implementation and review of a WHSMS.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref58570319]When developing a WHSMS implementation plan, which of the following should be included? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Defined roles and responsibilities, including management
	

	
		Timeframes for implementation
	

	
		Processes for measuring performance and outcomes
	

	
		Resources
	





[bookmark: _Ref58571368]Which of the following may be barriers to WHSMS implementation? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Finances
	

	
		Legislation
	

	
		Resourcing
	

	
		Workplace attitudes
	




[bookmark: _Ref35417543]Which of the following are types of evaluation processes for monitoring WHS performance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Worker health surveillance
	

	
		Writing policies and procedures
	

	
		Monitoring effectiveness of risk controls
	

	
		Auditing
	




[bookmark: _Ref58567655]The WHS regulator provides which of the following to assist with policy and WHSMS development? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		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
	




[bookmark: _Ref58568182]True or False (Tick your response): When measuring/recording workplace data for WHSMS evaluation purposes, privacy law does not apply as results must be open to everyone.

	Answer
		True 
	
	

	
		False 
	
	



[bookmark: _Ref58571716]True or False (Tick your response): The PCBU should be consulted when identifying required changes and approving proposed WHSMS adjustments.

	Answer
		True 
	
	

	
		False 
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BSBWHS516 
Contribute to developing, implementing and maintaining an organisation's WHS management system


	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
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS516
Contribute to developing, implementing and maintaining an organisation's WHS management system

	[bookmark: _Hlk102494469]Practical Task 1

	Description of task:
The participant is to complete the Handout 2 template to plan the implementation of a work health and safety management system (WHSMS). As part of implementing the developed plan, the participant is required to: 
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for the PCBU regarding the WHSMS implementation plan 
· Form an agreement on the required timeframe and resources to action the plan 
· Offer adjustments to the WHSMS implementation plan, in response to the PCBU’s (i.e. assessor’s) identified barriers 

After the presentation, you are required to submit the following to the PCBU:
· The adjusted WHSMS implementation plan
· A WHSMS checklist to monitor and evaluate the WHSMS plan’s implementation

As part of the evaluation process, the participant is required to:
· Distribute WHSMS checklist to management and collate required data
· Evaluate WHSMS performance outcomes according to established KPIs
· Recommend changes to WHSMS
· Document outcomes of evaluation process in a report, for approval by PCBU
· Email WHSMS changes to staff

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
· Work Health and Safety (WHS) Management Plan (i.e. completed Handout 2)
· Presentation materials (e.g. PowerPoint) for PCBU
· WHSMS evaluation checklist
· Evaluation report
· Draft email of WHSMS updates

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. Feedback on WHSMS plan, WHSMS limitations posed to participant and the participant’s suggested adjustments).

	Resources required: 
Computer, Handout 2.

	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 Develop, implement and support WHSMS 

	1.1A.  [bookmark: _Ref37248230]Complete WHSMS plan, after referring to WHS laws and organisational policies and procedures.  
	
	1.1B.  [bookmark: _Ref37248211]Develop a presentation for the PCBU which:
· Identifies duties, rights and obligations, as per legal and organisational requirements
· Outlines WHSMS certification standards
· Communicates the benefits of WHSMS
· Highlights key elements of the plan regarding return-to-work and injury management, risk assessment and controls, plus another two (2) elements of their choice
	
	1.1C.  [bookmark: _Ref37248237]Deliver presentation (in person/via live stream video) and listen to PCBU to respond appropriately to any questions.
	
	1.1D.  [bookmark: _Ref58579787][bookmark: _Ref37248265]Seek PCBU feedback about:
· Required timeframes and resources for WHSMS implementation
· Management roles and responsibilities in supporting WHSMS implementation
· Potential barriers to WHSMS implementation 
· Requirements for measuring and evaluating WHSMS performance, including establishing Key Performance Indicators (KPIs)
	
	1.1E.  [bookmark: _Ref37248298]Offer adjustments to WHMS implementation plan in response to identified barriers. 
	
	1.1F.  [bookmark: _Ref37248302]Distribute adjusted WHSMS plan to PCBU.
	
	1.1G.  [bookmark: _Ref36811105]Outline plan for monitoring and evaluating WHSMS implementation (i.e. using checklist). 
	
	2 Evaluate WHSMS 

	1.2A.  [bookmark: _Ref58579968]Work with management to implement WHSMS evaluation checklist and collate performance data.
	
	1.2B.  [bookmark: _Ref58579978]Evaluate WHSMS performance outcomes against established KPIs.
	
	1.2C.  [bookmark: _Ref58579984]Document outcomes of evaluation process in a report, proposing changes to WHMS.
	
	1.2D.  [bookmark: _Ref58580024]Seek PCBU approval for proposed WHSMS changes, making modifications according to feedback received.
	
	1.2E.  [bookmark: _Ref58580041]Draft an email outlining the approved updated WHSMS. 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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