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	Student name
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	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent
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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. Workplace and legal framework
	· Workbook response (below)

	2. Policy, procedures, processes and systems
	· Workbook response (below)

	3. Workplace duties, rights and obligations 
	· Workbook response (below)





ACTIVITIES

For the following activities, name a workplace that you wish to examine. 

	Name of workplace
	Queens Wharf 



	ACTIVITY 1 

	a) Identify current legislation and related documentation that will be relevant to your chosen workplace, and where such documentation can be found. 
b) For each document identified, outline one (1) excerpt or requirement that it specifies for your chosen workplace.



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Section 19: A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers.




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2011 found at; https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2011-018 

	Relevant excerpt/requirement for chosen workplace

	37 What is a dangerous incident: In this part, a dangerous incident means an incident in
relation to a workplace that exposes a worker or any other person to a serious risk to a person’s health or safety emanating from an immediate or imminent exposure to— 
(i) the collapse or failure of an excavation or of any shoring supporting an excavation; or
(j) the inrush of water, mud or gas in workings, in an underground excavation or tunnel; or
(k) the interruption of the main system of ventilation in an underground excavation or tunnel.





	Name and location of Regulation 

	Work Health and Safety Regulation 2011 found at; https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2011-0240#sec.35 

	Relevant excerpt/requirement for chosen workplace

	Section 35: Management of risk: A duty holder, in managing risks to health and safety, must—
(a)eliminate risks to health and safety so far as is reasonably practicable; and
(b)if it is not reasonably practicable to eliminate risks to health and safety—minimise those risks so far as is reasonably practicable.




	Name and location of Code of Practice

	Excavation work Code of Practice 2013 found at; https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0003/58161/excavation-work-cop-2013.pdf 

	Relevant excerpt/requirement for chosen workplace

	WHS Regulation section 306: A person conducting a business or undertaking who proposes to excavate a trench at least 1.5m deep, must minimise the risk to any person arising from the collapse of the trench by ensuring that all sides of the trench are adequately supported by one or more of the following:
· Shoring by shielding or other comparable means (e.g. boxing)
· Benching
· Battering





	Name and location of Standard

	AS 3798-2007: Guidelines on earthworks for commercial and residential development found at; https://www.saiglobal.com/online/autologin.asp?br=true&userid=4912585785t

	Relevant excerpt/requirement for chosen workplace

	Provides guidance on the specification, execution, and control testing of earthworks and associated site preparation works for commercial and residential developments; and on the interpretation and application of the relevant test methods specified in the AS 1289 series of Standards.




	Name and requirement of Guidance Publication

	“Excavation and trenching checklist in Guides and Fact sheets; https://www.worksafe.qld.gov.au/__data/assets/word_doc/0003/133725/Excavation-and-trenching-checklist.docx 

	Relevant excerpt/requirement for chosen workplace

	· Identifying the nature and condition of the ground or work environment
· Selecting the right plant and equipment for the excavation works
· Planning, scheduling and coordinating excavation works
· Operating the mobile plant safely.





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify one (1) of each of the following within your chosen organisation:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

For each, summarise:
· Its purpose
· How it can be accessed
· How it can be developed and changed to ensure compliance with WHS legislation, using examples.




	Name and purpose of WHS Policy

	Occupational Health and Safety Policy; Providing a safe and risk free environment for all who work/visit its workplaces. Eliminating work related injury and illness. 

	How document can be accessed

	This document can be accessed through our hard copies in Plans and printouts kept onsite or through Proconnect – a Sharepoint for Probuild Constructions

	How it can be developed and changed to ensure compliance with WHS legislation

	This Policy is currently complying with WHS Legislation and AS/NZS 4801. However, It be ensured by checking the regulatory, reporting and auditing obligations are met. It can be developed with any changes to the WHS legislation. It is constantly updated and monitored to comply.




	Name and purpose of WHS Procedure

	Health Surveillance & Monitoring Procedure; To outline the Probuild requirements for employee health surveillance and monitoring. Where such surveillance is carried out suitable arrangements for employees’ wellbeing are in to be place

	How document can be accessed

	This document can be accessed through our hard copies in Plans and printouts kept onsite or through Proconnect – a Sharepoint for Probuild Constructions

	How it can be developed and changed to ensure compliance with WHS legislation

	While this procedures currently complying with WHS Legislation it should be checked for compliance through Australian Standard and National Codes. Jurisdictional Legislative requirements can also be references.  This reviewed yearly unless there is changes made to legislation and it will reflected in the document.




	Name and purpose of WHS Process

	Hazardous Substance/Dangerous Goods Risk Assessment; This is an assessment to work through the nature or the hazardous substance to ensure that the information is recorded correctly and there is a record of who has been inducted to use this material. 

	How document can be accessed

	This document can be accessed through our hard copies in Plans and printouts kept onsite or through Proconnect – a Sharepoint for Probuild Constructions

	How it can be developed and changed to ensure compliance with WHS legislation

	While this procedures currently complying with WHS Legislation it should be checked for compliance through Australian Standard and National Codes. With regular reviews of the procedure and legislation it can be developed and changed to ensure compliance.  




	Name and purpose of WHS System

	Health, Safety & Environmental Management System Manual; The HSE MS has been developed from the corporate commitment and key objectives of Probuild’s OH&S and Environmental Management Policies and provides the framework upon which workplace specific Management Plans shall be based. Probuild employees will be trained into this HSEMS Manual as part of HSE Management System Training. 

	How document can be accessed

	This document can be accessed through our hard copies in Plans and printouts kept onsite or through Proconnect – a Sharepoint for Probuild Constructions

	How it can be developed and changed to ensure compliance with WHS legislation

	This HSE MS is integrated with Probuild’s Quality Management Systems (QMS) which has certification to AS/NZS9001:2008. Probuild conducts a formal review of the HSE MS at minimum yearly intervals. Each Business Unit completes a HSE MS review on an annual basis (as a minimum) and forwards the results of this to the HSE Systems Manager. To facilitate the above, the Probuild HSE MS is reviewed during HSEMS System review meetings and the results are collated. The review includes but is not limited to an analysis of performance against:
* Probuild HSE objectives and targets;
* Internal and external audit findings;
Changes to legislative requirements. The results of the Probuild HSE MS review are used to further develop the Health Safety Environment Management System across Probuild.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	For the purpose of the company manual, you are to explain the role of WHS in your chosen workplace, by developing a report in the following structure:

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose 
· The objectives and principles underpinning WHS legislation

2.0 WHS REGULATOR
· Identify the WHS regulator that applies to your company
· Explain the functions and powers of the WHS regulator and how they are exercised

3.0 INDIVIDUALS AND PARTIES
3.1 WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS
· Outline PCBU’s WHS duties under the legislation
· Identify PCBU’s WHS rights under the legislation
· Explain PCBU’s WHS obligations under the legislation

4.0 COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed for WHS compliance with legislation
· Identify ways in which workers’ and PCBU’s WHS training needs are assessed 
· Identify how the workplace provides support for workers’ and PCBU’s training needs

5.0 CONCLUSION
· Explain the importance of WHS to your company
· Identify that workers and PCBUs have varying WHS duties, rights and obligations under the legislation
· Express the importance of maintaining compliance and addressing training needs


TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as workers, health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer specifically to the legislation using section numbers, so that the reader could refer to the legislation for more information if they wanted to.  




	1.0 INTRODUCTION

	At Probuild, we understand that from every strong foundation through to the tip of every tower, our built environment demands the utmost quality. So for 30 years and counting, we’ve created major projects for clients nationwide. Probuild are committed to providing all people who work on, or visit our workplaces, with an environment that is safe. This commitment is encapsulated by our safety mantra: care, courage, pride. We recognise that Health, Safety and the Environment (HSE) are the most significant components of all our activities. That’s why we maintain certification to AS/NZS4801, accreditation to the Federal Safety Commissioner Accreditation Scheme and AS/NZS14001 and often exceed relevant legislative requirements.

	2.0 WHS REGULATOR

	The regulator for Probuild Constructions QLD IS Workplace Health and Safety Queensland (WHSQ). They are responsible for improving WHS in Queensland and helping reduce the risk of workers being killed or injured on the job. Some of the functions and powers of WHS include the following: Advising and making recommendation to relevant minister and reporting on operations and effectiveness, Monitoring and enforcing compliance, Providing advice and information to duty holders and the community, collecting analysing and publishing statistics, promoting and supporting education and training, administer internal reviews and engaging, promoting and coordinating the sharing information to achieve objectives. 

	3.0 INDIVIDUALS AND PARTIES

	3.1 WORKERS

	1. Under section 28 of the Work Health and Safety Act 2011 (Qld), workers have duties to:
Take reasonable care for their own health and safety, Take reasonable care for the safety of others, Comply with the reasonable instructions of a PCBU, Cooperate with the PCBU’s reasonable policies or procedures for health and safety.
2. A ‘worker’ is defined as a person who carries out work in any capacity for a PCBU including under a contract of employment, apprenticeship or contract for services.
3. Workers must: take reasonable care for their own health and safety and electrical safety, take reasonable care that their conduct, acts or omissions does not adversely affect the health and safety of others or adversely affect the electrical safety of other persons or property, comply, so far as they are reasonably able with instructions, cooperate with reasonable health and safety and electrical safety policies or procedures that have been notified to workers. Refer to Division 4 of Work Health and Safety Act 2011

	3.2 PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	1. Section 19 of the Work Health and Safety Act 2011 (Qld) provides that in holding the primary duty of care the PCBU should ensure, so far as is reasonably practicable, the health and safety of workers affected by the business or undertaking. This duty includes providing: Safe work environment, Safe plant and structures, Safe systems of work
Safe use, handing and storage of plant and substances, Adequate facilities, Information instruction and training; and Monitoring of the workplace.
2. A business or an undertaking that is either conducted alone or with others, whether or not for profit or gain. A PCBU can be: a sole trader (for example a self employed person),
a partnership, a company, an unincorporated association, a government department, a public authority (including a municipal council).
3. Obligation of PCBUs include consulting so far as is reasonably practicable with representatives for a work group of workers, confer with a WHS Representative when requested for ensuring the health and safety of the workers, allow WHS Rep to have access to information about hazards and the health and safety of the workers. WHS Representative can represent a worker or a group of workers (with consent) in an interview concerning the worker health and safety an inspector or PCBU. Supply the WHS Representative with the resources, facilities and assistance they need for them to fulfil their role. PCBU obligations also include allowing WHS Representative to spend the time to exercise their powers and perform their function as well as paying the representative for the time spent on exercising their powers or functions.  Refer to Subdivision 6 of Work Health and Safety Act 2011

	4.0 COMPLIANCE

	•	Probuild’s policies, procedures, processes and systems are continuously updated and improved through consultation of the legislation, management and the safety committee. Workers and PCBU are evaluated for WHS compliance. This is done through different procedures including formal audits and on a daily occurrence of when tasks are carried out. Through the assessment of WHS, areas of training needs are highlighted and allows for internal and external courses to be undertaken. This will help ensure WHS compliancy continues.  Probuild also provide support for Workers and PCBU in training through different programs, consultation and policies. 

	5.0 CONCLUSION

	•Probuild’s attitude towards Workplace Health and Safety can be summed up with “Building Safety Greatness.” There is a commitment to providing all with a safe working environment. Not only maintaining certification to AS/NZS 4801, ISO AS/NZS 14001 and accreditation to the Federal Safety Commission Accreditation Scheme, Probuild also strives to exceed relevant industry and legislative requirements. Probuild understands and expresses the different WHS duties, rights and obligations under the legislation. Training and compliance is a high priority and is encouraged to go beyond on what is baseline. Not only maintaining certification to AS/NZS 4801, ISO AS/NZS 14001 and accreditation to the Federal Safety Commission Accreditation Scheme, Probuild also strives to exceed relevant industry and legislative requirements.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. What are the objectives and principles underpinning WHS? 
Select the most appropriate response.
☐ 	To ensure that people receive a large compensation payment when injured
☐ 	To create barriers for businesses in their day-to-day operations
☒ 	To assign responsibilities and confirm rights of those in the workplace, with regards to safety
☐ 	To provide specific ways in which everything in the workplace must be conducted

	☐

	2. When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Select all that apply.
☒ 	Inspectors
☒ 	Legislation
☒ 	Codes of practice
☒ 	Policies and procedures

	☐

	3. Which of the following are functions and powers of the WHS regulator? 
Select all that apply.
☒ 	To enforce WHS law
☒ 	To promote compliance with WHS law
☐ 	To represent you in court if you breach WHS law
☐ 	To supply WHS equipment

	☐

	4. Which of the following methods can be used to advise others about WHS compliance? Select all that apply. 
☒ 	Training sessions for all staff
☒ 	Emails about changes to laws
☐ 	A suggestion box to allow workers to raise inadequacies
☒ 	Having a legal advisor speak at a staff meeting

	☐

	5. Can all levels of a workplace (e.g. PCBUs down to the worker level) be involved in developing and implementing changes to workplace policies, procedures, processes and systems in order to achieve compliance? 
☒ 	Yes
☐ 	No

	☐




	6. Order the following elements of the WHS legal framework from the most legally enforceable to the least legally enforceable (1 = most enforceable; 5 = least enforceable). 
	Rank (1 – 5)
	Element

	5
	Policies and procedures

	3
	Code of practice

	4
	Standard

	1
	Act

	2
	Regulation




	☐




	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. In writing, request an appointment with a legal advisor (e.g. WHS Regulator, union, lawyer) to clarify your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3). 
	☐

	B. Meet with legal advisor and seek approval regarding your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3).
	☐

	C. During the meeting, use suitable structure and language when providing, seeking and discussing WHS legislative information.
	☐

	D. During the meeting, use questioning and active listening to clarify understanding.
	☐

	E. Document WHS legislative and organisational advice from legal advisor, making changes to your report (Activity 3) using structure, layout and language suitable for audience.
	☐

	Name of observer
	

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

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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