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ASSESSMENT FOR BSBWHS403

	Student name
	Chandal Craven

	Date of assessment submission
	4/11/2019


	Trainer/Assessor’s name
	Melissa Dobbs

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· 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
	Brisbane Concrete Service

	Workgroup
	1



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Workgroup Supervisor

	Roles, duties, rights and responsibilities regarding consultation and participation

	Primary role is to represent workers in their work group in relation to workplace health and safety matters. 
Information and data are 
readily accessible and provided in a timely manner
Risk management
First Aid
WHS emergency procedures
Manual handling
Infection control
Vehicle handling
Harassment and bullying
All training needs to be documented and recorded with copies of certs and meeting memos

	Documents which outline roles, duties, rights and responsibilities

	https://www.comcare.gov.au/__data/assets/pdf_file/0018/40950/WHS_004_4893_Sep17_v3.pdf
Section 72 WHS Act entitled to receive 5 days of training re Cert IV
Workplace Health and Safety Queensland (WHSQ)  
Work Health & Safety Act 2011 and its Regulation 2011 


	Communication method and timeframe

	Communication through writing reports, delivering presentations, meetings, newsletters, emails, text messages, noticeboards.




	Name of Individual/Party 1

	PCBU

	Roles, duties, rights and responsibilities regarding consultation and participation

	Provide direct and indirect support to managers to assist them to meet their responsibilities 
PCBUs have specific duties under the Act. They have an obligation to provide for consultation and participation processes by sharing information about health and safety.
Provide mandatory training for HSRs within three months of HSR being elected to the role and refreshed at three yearly intervals. 
PCBU to display a current list of WHSOs for the workplace. PCBUs must give workers a reasonable opportunity to express their views or raise issues.
SWMS


	Documents which outline roles, duties, rights and responsibilities

	Part 5 of the WHS Act 
section 274 of the Work Health and Safety Act (the WHS Act)
Workplace Health and Safety Queensland (WHSQ)  
Work Health & Safety Act 2011 and its Regulation 2011 


	Communication method and timeframe

	through email, team meetings, newsletters, training, HSRs and HSCs and it must be provided in a timely manner.




	Name of Individual/Party 2

	WHSO

	Roles, duties, rights and responsibilities regarding consultation and participation

	· notify the person conducting the business or undertaking (PCBU) about work health and safety matters
· identify hazards and risks to health and safety arising from the work
· report in writing to the PCBU any hazards and risks identified arising from the work
· immediately notify the PCBU about —
· any incident the WHSO is aware has occurred at the business or undertaking; or
· any immediate or imminent risk to health and safety at the business or undertaking
· investigate, or assist in the investigation of, any incidents that occurred at the business or undertaking
· accompany and assist an inspector during an inspection of the business or undertaking
· establish educational and training programs on matters relating to work health and safety. 
· assess the risks arising from work carried out as part of the business or undertaking at least every 12 months


	Documents which outline roles, duties, rights and responsibilities

	Workplace Health and Safety Queensland (WHSQ)  
Work Health & Safety Act 2011 and its Regulation 2011 


	Communication method and timeframe

	through email, memos, team meetings, newsletters, training, presentations, reports




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	Meetings are an excellent way to raise awareness of WHS practices and also to communicate the roles and responsibilities of WHS duty holder 
worker input and participation. 

	Your involvement in set up and running of process

	Know your audience, i.e. explain technical information in non-technical ways if needed
Organising workplace meeting times when necessary to raise concerns workers may have also it is an essential part of managing health and safety risks.

	How you communicate with individuals and parties about process

	 talk to each other about health and safety matters
listen to their concerns and raise your concerns
seek and share views and information 
consider what your workers say before you make decisions.

	How you support participation of individuals and parties in process

	Support participation by agreeing to respond to concerns and questions raised by workers within a certain timeframe and offer feedback about any options they propose. 
Letting duty holder know that frequent WHS meeting improves decision-making about health and safety matters and assists in reducing work-related injuries and disease.




	Name of process 1

	 Prepare memos, newsletter and other forms of communicating the roles and responsibilities of WHS including regularly walking around the workplace, talking to your workers and observing how things are done will also help you identify hazards.

	Describe process

	Regular consultation is better than consulting on a case-by-case basis only as issues arise because it allows you to identify and fix potential problems early

	Your involvement in set up and running of process

	Site specific set up, organise time, meeting area 

	How you communicate with individuals and parties about process

	After participating in regular walks around the workplace to identify hazards and raise awareness. Also conducting a survey of your workers can provide valuable information about work-related health issues such as workplace bullying, stress, as well as muscular aches and pains that can signal potential hazards.

	How you support participation of individuals and parties in process

	Workers should be encouraged to: ask questions about health and safety, raise concerns and report problems, make safety recommendations, be part of the problem-solving process.




	Name of process 2

	Group Presentations using HSR and HSC 

	Describe process

	Presentations provided during suitable work hour times for consultation with workers, allowing opinions about health and safety to be regularly discussed and considered during workplace meetings, providing workers with different ways to provide feedback, for example using email, setting up an intranet health and safety page or a suggestion box

	Your involvement in set up and running of process

	Also need to take in to account different ethnic backgrounds and understanding of presentation must be appropriate to the audience at the time and their language skills

	How you communicate with individuals and parties about process

	Advise through email time, date, place of presentation

	How you support participation of individuals and parties in process

	Greater awareness and commitment – because workers who have been actively involved in how health and safety decisions are made will better understand the decisions. „ Positive working relationships – because understanding the views of others leads to greater co-operation and trust.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	PCBU

	Required for effective involvement in consultation and participation 

	Identify potentials hazards in the workplace through a Hazards Register
Provide training and refresher courses
Provide policies, procedures and strategies including SWMS Safe Work Methods Statements to identify risks

	Training that may be provided to assist

	Cert IV WHS
Provide specialised training for areas that are technical in training for example confined spaces

	Your involvement in delivery of training

	All employees involved with work should undertake a minimum the three levels of induction training, i.e. general industry (safety awareness) training, site specific training and work activity training as noted in the Safe Work Method Statement(s) specific to the contracted/agreed works
Encourage maximum participation and encourage employees to be fully involved.





	Name of Individual/Party 2

	WHSO

	Required for effective involvement in consultation and participation 

	Toolbox/Pre-start or other agreed methods of consultation are undertaken on a regularly basis.
Employees are provided with regular and up-to-date information on WHS for the duration of work


	Training that may be provided to assist

	Employees shall attend regular toolbox meetings (at least weekly) to raise Environmental Health and Safety Awareness and skill levels in:

· Changes in Health and Safety Legislation
· Work Methods
· Use of plant and equipment
· Site issues
· Manual handling techniques
· Selection use and maintenance of PPE.


	Your involvement in delivery of training

	Review the content of the WHS Management Plan at maximum 3-month intervals (or more frequent as required) to maintain the currency of information provided to employees and others
Identify what WHS information needs to be shared and who needs to know it
Identify suitable ways to communicate this information.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Location/ Geography – remote and home-based workers

	Measure to remove barrier

	Ensure workers have access to WHS resources in order to participate in the consultation and participation process 

	Contribution to development of measure

	WHS information is received and provided in a timely manner, this includes procedures, SWMS, reports, action plans, 

	Contribution to implementation of measure

	Good organisational practices within the workplace will impact on participation and consultation practices.

	Contribution to evaluation of measure

	Regardless if the company is centrally based or multi-national strong organisational skills and encouraging active WHS participation can eliminate potential risks
Number of HSR positions filled and meeting quotas.   




	Describe barrier 2

	Lack of clarity 

	Measure to remove barrier

	Provide a clear message with concrete example and share similar meanings for words, gestures, tone of voice, and other symbols that is appropriate to the audience whichever level it may be 

	Contribution to development of measure

	Be aware of differences in perception
Incorrect filtering - to overcome this try to establish more than one communication channel, eliminate as many intermediaries as possible, and decrease distortion by condensing message information to the bare essentials. 


	Contribution to implementation of measure

	Poor listening - paraphrase what you have understood, try to view the situation through the eyes of other speakers and resist jumping to conclusions. Clarify meaning by asking non-threatening questions and listen without interrupting.
Differing emotional states - An upset person tends to ignore or distort what the other person is saying and is often unable to present feelings and ideas effectively. This is not to say that you should avoid all communication when you are emotionally involved, but you should be alert to the greater potential for misunderstanding that accompanies aroused emotions. To overcome emotional barriers, be aware of the feelings that arise in yourself and in others as you communicate and attempt to control them. Most important, be alert to the greater potential for misunderstanding that accompanies emotional messages.
Differing backgrounds - Differences in background can be one of the hardest communication barriers to overcome. Age, education, gender, social status, economic position, cultural background, temperament, health, beauty, popularity, religion, political belief, even a passing mood can all separate one person from another and make understanding difficult. To overcome the barriers associated with differing backgrounds, avoid projecting your own background or culture onto others. Clarify your own and understand the background of others, spheres of knowledge, personalities and perceptions and don’t assume that certain behaviours mean the same thing to everyone.

	Contribution to evaluation of measure

	Better communication and better understanding




	Describe barrier 3

	Language Barriers

	Measure to remove barrier

	To overcome language barriers, use the most specific and accurate words possible. Always try to use words your audience will understand. Increase the accuracy of your messages by using language that describes rather than evaluates and by presenting observable facts, events, and circumstances.

	Contribution to development of measure

	A WHS Officer needs to have an understanding of any potential literacy or cultural concerns that may have an impact on effectively communication WHS policies and procedures.
Communication in the form of written emails, text messages etc may provide a clearer understanding

	Contribution to implementation of measure

	Informal communication may help with this barrier eg toolbox meetings/ talks
Changes to the format of procedures and strategies may need to be revised to suit these barriers 
Different words can be interpreted in different ways and have different meanings to different people, use concise and accurate word descriptions

	Contribution to evaluation of measure

	.Responses to toolbox meetings, number of concerns and suggestions raised




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	Team meetings
☒ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☒ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture related to WHS
☒ 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

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

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☒

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☒

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☒

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☒

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☒

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☒

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☒

	Name of observer
	Donna Sartor

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

	Phone number of observer
	0402 026 772

	Email address of observer
	sartorsconcrete@outlook.com

	Signature of observer
	
	Date
	31/10/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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