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ASSESSMENT FOR BSBWHS405

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	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

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

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

	3. Evaluating WHS performance 
	· Workbook response (below)

	4. Review and improve WHSMS
	· 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
	Glass 360 

	Workgroup
	Glass Processing Shed 




	ACTIVITY 1 

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




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	WHS Act Section 18 Reasonably practicable – This section relates to all facets of the WHS Policy as everything needs to be carried out to best of their ability and is recognised as reasonably practicable. The process of upholding and maintaining a WHS policy and system must be completed to this standard. The next Section 19 Primary Duty of Care outlines the overall duty of the PCBU to ensure as reasonably practicable the health ans safety of workers engaged, or caused to be engaged by the person and workers whose activities in carrying out work are influenced or directed by the person. These two sections point out that the PCBU is ultimately responsible for fulfil their WHS obligations including the creation and maintaince of the workplaces WHS policy and WHSMS.

In Sections 21, 22, 23, 24, 25 outlines the duties of PCBU who design, manufacture, import and/or design plant, substances or structures or install plant and/or commission such work. Simular to section 19 the due due diligence of these various PCBU’s is outlined in their own areas they affect. These PCBU’s have an obligation create and maintain their own WHS policy and WHSMS and take into consideration how they affect each other.

In Sections 28 Duties of Workers (c) Comply, so far as the worker is reasonable able to, with any reasonable instruction that is given by the person conductuing the business or undertaking to allow the person to comply with the act.(D) Co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers. 
Section 29 Duties of other persons at the workplace outlines their duty to take reasonable care for his or her own health and safety, not adversely effecting the health and safety of others and finaly complying as reasonably able with all reasonable instructions given by the PCBU.
With these two sections are upheld by workers and other persons at the workplace so they can filfill their WHS duties to contribute to the WHS policy and system used in the workplace. In Section 29 Duties of other persons at the workplace is outlined in a simlar way with a person at a workplace must take reasonable care for his or her own health and safety, take reaonsable care that his or her acts or omissions do not adversely affect the health and safety of other persons and finally other persons must comply, so far as reasonably able, with any reasonable instruction that is given by the person conducting the business. These two sections relate to the PCBUs WHS policy and the overall WHSMS by workers and other persons in the workplace following these documents in regards to their own health and safety and the safety of others affected and following instructions by in turn contributing the WHS policy and system.

WHS Act Section 27 Duty of Officers
Due diligence must be carried out by the officer and requires an officer to take reasonable steps to acquire and keep up to date knowledge on WHS matters, understand the nature and operations of the work and associated hazards and risks, ensure the PCBU has available for use, and sues, appropriate resources and processes to elimate or minimise risk to health and safety, has appropriate processes for receiving and considering information regarding incidents, hazards and risks and responding in a timely way and overall conducts themselves and the business to comply with all duties and obligations of the WHS Act. This section defines the duty holders of the officer and PCBU and what there relationship should be when creating and maintaining the WHS policy and system.

Overall the WHS Act lays out the over arching duties and obligation of everyone affected by the WHS policy and system and explains everyone role moving forward.

WHS Act - Section 18 Reasonably practicable
WHS Act - Section 19 Primary Duty of Care
WHS Act - Section 27 Duty of Officers
WHS Act - Section 28 Duty of Workers 
WHS Act - Section 29 Duty of Other Persons at the Workplace
WHS Act - Section 21, 22, 23, 24, 25.


	b) Work Health and Safety Regulations 2011 (Qld)
	In section 12 of the regulations set out the requirement for an assessment of risks to health and safety associated with a hazard, task, thing or circumstance and risks associated with areas above may be conducted if all hazards, tasks, things or circumstances in the class are the same and/or the assessment of risks for the class does not result in any worker of other person being expose to a greated, additional  or different risk to health and dafety than if the risk assessment were carried out in relation to each individual risk or hazard.
Section 18 is related to the election of the Health and safety repersentives with the PCBU’s obligation to keep workers information, workers are given the opportinty to nominate someone and vote and workers are consulted with to the outcome of the electrion. Section 19 continues on with this subject as the PCBU must not unreasonably delay the election of the HSR. The election of the HSR is an important part of having an effective WHS policy and WHSMS in the workplace as the HSR will consultion with workers, officers and the PCBU and contribute to the process. Section 21 states this training the HSR must be given for them to have an effective impact in the workplace, WHS policy and WHSMS. The section must be fulfilled for an effective an WHSMS system to be developed and maintained.

Through the the creation and maintence of the WHS policy and WHSMS the main steps in doing so are outlined in the WHS regulations in section 34 stating that the Duty holder which is commonly in this situations is the WHS officer must identify foreseeable hazards that could give rise to risks to health and safety. With the risks that have been identified section 35 outlines a duty holder, in managing risks to health ans safety must eliminate risks to health and safety so far as is reasonably practicable and if it not reasonably practicable to elimate risks to health and safety to minimise those risks so far as is reasonably practicable. How these risk are to be eliminate/minimised is by using the Hierachy of Control stated in section 36. With the risks being eliminated/minimise Section 37 outlines the maintainance of the control measures used with the duty holder who impliemented the earlier steps must ensure that the control measures are maintained and remain effective. This includes ensuring that the control measures is and remains fit for the purpose, suitable for the nature and duration of the work and installed, set up and correctly. The review of the control measures in shown in section 38 with the duty holder required as necessary to review control measures implemented so far as reasonably practicable. Through following these steps the duty holders are controlling hazards in your workplace which is integral part of fulfil WHS obligations stated in the WHS policy and WHSMS.

Through the creation and maintance of the WHS policy and WHSMS all required training and information must be given to all affected in the workplace. This is need for information and training is stated in Section 38 with the PCBU stated in the Section 19 must ensure that information, training and instruction provided to a worker is suitable and adequate having regards to the nature of the worker carried out by the worker, the nature of the risks associated with the work and information and training regarding the control measures implemented. The PCBU must also ensure, so far as is reasonably practicable, that the information, training and instruction provided under this regulation is provided in a way that is readly understandable by any person whom it is provided. Consulation with information and training is essential for ensure that everyone in the workplace is aware of their WHS duties and how they will effectively fulfil their role.
In section 42 and 43 outline the duty of the PCBU to ensure that the provision of the first aid equipment for the workplace, each worker has access to this first aid and facilities for the administration of first aid. Secondly the PCBU must ensure that an emgergency plan is prepared for the workplace that provides emgency procedures containing an effective reponse to an emergency and evaction procdures, notifying emergency services, medical treatment and assistance and effective communication between the person authorised by the person conducting the business the business or undertaking to coordinate the emergency response and all persons at the workplace. Testing of the emergency procedure must be carried out and information, training and instruction to relvants workers must be given. These two sections must be upheld the PCBU for their WHS policy and WHSMS to meet the obligations WHS law.
Simlar to the duties shown in section 19, 21,22,23,24,25,26 Chapter 5 of the regulations outlines the duties of designers, manufactures, importers and suplliers that they are ensureing the health and safety in respect of subsequent use of plant. It imposes duties upon PCBU that install, construct or commission plant or structures to comply with designer or manufacturer information and relevant health and safety instruction for doing so. PCBUs also have additional duties involving the managaement and control of plant in their workplace. The duty holders mentioned before the same duty to consult with other duty holder and workers that are affected. 
Overall this Regulation builds upon the WHS act expanding what is included in the various PCBUs, duty holder and workers duties they will need to fulfil. Various duty holders will need to use this document as the backbone along with the WHS act when assisting and developing their WHS Policy and WHSMS.

WHS Regulations - Section 12 Assessment of Risk in Relation to a Class of Hazards, Tasks, Circumstances or Things
WHS Regulations - Section 18 Procedures for Election of Health and Safety Representatives
WHS Regulations - Section 19 Person Conducting Business or undertaking must not delay election
WHS Regulations – Section 21 Training for Health and Safety Representatives 
WHS Regulations - Section 34 Duty of Identify hazards
WHS Regulations - Section 35 Managing risks to health and safety
WHS Regulations - Section 36 Hiearchy of control measures
WHS Regulations - Section 37 Maintaince of Control Measures
WHS Regulations – Section 38 Review of Control Measures
WHS Regulations - Section 39 Provision of Information, Training and Instruction
WHS Regulations – Section 42 Duty of Provide First Aid
WHS Regulations - Section 43 Duty to Prepare, Maintain and Implement Emergency Plan
WHS Regulations – Part 5.1 General Duties for Plant and Structure and 5.2 Additional Duties Relating to Registed Plant and Plant Designs

	c) AS/NZS 4801:2001
	The document Occupational health and safety management systems – Specification with Guidance for Use is a standard outling an auditable criteria for an Occupational Health and Safety Management System. It highlights the best elements widely used in Australia and New Zealand. This document can be used by organisations of kinds and sizes to adopt a systematic approach to managing OHS/WHS and develop an OHS/WHS management systems and there is futher general guidance provided regarding the continually improving your OHSMS (WHSMS) and the resourses required to complete these tasks. The duty to use this document in creating a WHS policy and systems rest with the officer to use all relevant information to create these systems and policy and ensure the PCBU follows with instructions and fulfil their WHS obligations. Workers have a responsiblility/duty to follow the policy and systems as reasonably practicable. 

	d) AS/NZS 4804:2001
	The document Occupational Health and Safety Management Systems – General Guidelines on Principles, Systems and Supporting Techniques is an Australian and New Zealand Standard is similar to AS/NZS 4801:2001. This document provides general guidance on How to set up an OMSMS(WHSMS), how to continually improve an OMSMS and the resources required to set up and continually improve an OHSMS. The document than goes into further detail in regards to describing a systematic management approach that can assistin both meeting legal requirements and lead to sustained improvement in OHS performance and assist organisations establish their own OHSMS. 

	e) HB 211-2001
	Occupational Health and Safety Mangement Systems – A guide to AS 4801 for small business is intended for small business that have an occupational health and safety management systems(OMSMS) in place already but who wish to develop and improve to so they can further conform with the AS 4801. The document than goes into more details to help small business/sole traders develop or modify the system you have in place already, run your OHSMS(WHSMS), compare your OHSMS at AS4801 and how to make necessary changes to your OHSMS so that your Work Health Safety Management System is fulfil your WHS obligations.

	f) Code of practice
	The Code of practice used when creating a WHS Policy and Systems include Work Health and Safety consultation, co-operation and co-ordination outling how to effectively communicate with workers and other duty holders so everyone involved is aware of their WHS duties and what role they have to fulfil in assisting the development and maintance of the WHSMS. Another document to be used in the How to Manage Work Health ans Safety Risks  - Code of Practice. This document outlines the duties of everyone on the workplace and layouts the steps to identifying, assessing, control and reviewing risks in the workplace. These two documents are great assets when developing and maintaining a WHSMS.

Work Health and Safety consultation, co-operation and co-ordination – Code of Practice 2011
How to Manage Work Health and Safety Risks – Code of Practice 2011  

	g) Guidance material
	On the comcare website there is list of pages under the roles category has a large range of guidance material that can source to assist in the creation and maintaince of a WHSMS. The website breaks down each separate role in the workplace further goes into depth about their roles in relation to their WHS roles and duties and how the differing roles consult with each other.

Go through the website and find guidance material that could be used.
https://www.comcare.gov.au/roles 





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

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

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




	Injury management policy

	Contributing to planning, development and promotion

	As a Workgroup supervisor selecting an injury management Coordinator would be the first step making sure they are able to effectively communicate with the range of different people they will come into contact with and supplying them with the required training to fulfil their role. ThanI would go through a line of questions to establish a base for what needs to be addressed. These questions would include what first aid should be given and who will be giving it?, how will the injured worker have access to initial medical treatment? What is the procedure in regards to dealing with our insures and any other parties affected? And how will the worker be helps through lodging a worker’s compensation claim? Throughout this process as a workplace supervisor I will be also contributing by supporting the injury management coordinator, making sure the PCBU is aware of the process and what their obligation will be though the process and helping with any further research needed in the creation of the Injury Management Policy. I will also just check in the injury management coordinator and go through the steps they have taken and make sure it is complete and all legal requirements have been met.


	Seek contribution and support in planning, development and promotion

	Consultation with the injury management coordinator in regards to what barriers they are facing in regards to carrying out their role. Contributions will be sourced from workers with feedback relating the planning, development and promotion of the process. Contribution will also be sourced by myself with Work compensation companies, safe work queensland, first aid providers and any WHS third parties to find any more information and experience they could support in the planning, development of the Injury management policy.

	Apply policy/WHSMS

	Once the WHS Policy and the WHSMS containing the Injury management Policy is completed as a Workplace supervisor my role in applying the Injury Management policy  after adequent training has been given to worker affected will include when the policy is put into action making sure when first aid to the injury worker if necessary is given, make early contact with any treating doctor, assist the injured worker in making a claim, working with the injury management coordinator to support the worker returning to work. Monitoring the worker upon their return and update the policy itself if needed. The system will include the name and contact details of the person that is responsible day to day for the injury managaement system itself.

	Communicate policy/WHSMS

	Communication throughout the workplace and everyone affected in regards to the WHS policy, WHSMS and the injury management policy will be carried out using toolbox talks to explain the Policy with the Injury Management Coordinator and duty holders while answering question and recovering feedback from workers and create open line of commincation. Meeting with the PCBU and other duty holders and will be carried out to ensure they are aware of their WHS obligations if there are any changes and what that will need to do fulfil their due diligence. Finally training will be carried out to any new worker and refresher training to existing worker in regards to the Injury Management Policy. 




	Return-to-work policy

	Contributing to planning, development and promotion

	Making sure a rehabilitation case manager role has been fulfilled in the workplace than Throughout the process of the planning, development and promotion of the return to work policy in my role as a workplace supervisor I would seek contribution consulting with the Rehabilitation case manager in regards to what support they will need through out the process and facilitating that support while consulting with the PCBU.

	Seek contribution and support in planning, development and promotion

	In my role as Workplace supervisor I will seek contribution and support in the planning, development and promotion from multiple sources including the Rehabilition case manager, HSC and working back and fouth through out the whole process. While at the same time I will getting feedback from workers taking their experience into account, sourcing information from worker compensation companies, safe work queensland and other third party WHS advisors to contribute information to the process. I will have to seek contribution and support from the PCBU in regards to sources of information and training so that the PCBU is fulfilling their WHS obligations.

	Apply policy/WHSMS

	First step would include working with everyone in the workplace is following all of the WHS procedures so all work is being completed as safe as possible to limit the possibility of a worker needing to use the return to work policy because of an injury. Than as a workplace supervisor I wil help encourage in the workplace early reporting of injuries and advising the rehabilition case manager when an injury has occurred. After the injury has happened taking steps understand how the injury has occurred and rectifying the issue. While keeping in contact with the injured employee supporting them with available assistance I will work with the Rehabilition case manager to find suitable duties for the employee for when they return. Finally working with the employee when they start work to ensure their their return to work is sustainable for them. As the workplace supervisor I will ensure that the PCBU is applying the appropriate resources so as reason practical to the implementation of the return to work policy. 

	Communicate policy/WHSMS

	As my role as Workplace Supervisor I will be communicating the WHS policy and WHSMS in regards to the return to work policy by carrying out toolbox talks with everyone effected. The toolbox talk will include explaining the return to work in a way they everyone can understand and opening up conversation and answering any questions. The Rehabilition Case Manager is taking part of the toolbox talk and answering questions. One on one conversations will also be used through out the workplace so everyone can easily bring up any issues and provide feedback. Communication with the PCBU between the Rehabilitation Case Manager, Workers and Workplace Supervisor to ensure with changes to the Policy have been consultated with and the PCBU is fulfilling their due diligence. Finally any new workers will have adequant training and refresher trainging to existing workers in regards to the return to work policy. Other communication techniquies will be used to convany the message including one on one conversations, email bulletins and information to be posted in the workplace with any feedback given from workers to be taken into consideration and consulted back in a timely manner.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

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

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

	In my role as an workgroup officer/supervisor how I will contribute to the process of evaluating how well the company is complying with WHS legislation supporting the process evaluation loop. The evaluation loop consists of creating/updating a WHS improvement plan and the methodology - of the what, how and when, than the performance indicators for the will be identied and developed, the improved WHS plan will be implemented into the workplace, collect and analyse information using the performance indicators and than last step is to evaluate the process as a whole and determining if the process was effective. Through this process I will be reviewing the associated documents and using them to assist in evaluating. These documents would include the WHS Act, WHS Regulations, Relevant codes of practice, international standards, guidance notes, licencing requirements, insurance requirements, existing company polcies, company procedures, safety alerts, safety data sheets, plant and equipment technical data, environment plans of the workplane and building plans. The WHS officer, HRS, WHS Committee in the workplace, workers, PCBU and other duty holders would all be involed in this process and my role would be to support them in any way I can to make sure the process is ultimately effective and the PCBU is suppling required resouces to fulfil their obligations. With any non-conformance to be found though this process a non-conformance report will be completed by my self and send to a manger outlining the issues and proposed steps to rectify the issues.


	Communicate and explain evaluation

	Information toolbox talks including statements from the PCBU and other senior management, use of information booklet to give to workers and a consultative forum to be used by staff and unions to give feedback. Information to be placed around the workplace. Using technology to communicate and explain the evaluation including sending out information through the intranet, sms to affected members and email bulletins to be posted regularly. When communicating the outcome of the WHS evaluation the consultation will be open allowing workers to give feedback with the feedback beign seriously considered.

	Facilitate others’ contributions

	In the process of evaluating how the company is complying with WHS legislation communication with the workplace is extremely important for the evaluation to be effective. In my role as a workplace supervisor I will use One on One conversations,Toolbox talks, email bulletins, private forms or feedback form so worker feel like they can say anything with worrying about other workers would think and ultimately being open minded to any feedback to facilitate others contributions making them aware if the evaluation and what can they do to contribute to the process. By using these techniques it will make putting forth an idea to contribute to this process very easy with the person the giving the contribution knowing that there idea/observation will be taken seriously and added to the evaluation. With any feedback that is given I will need to ensure that there is a timely response to the process remains effective.

	Example of a limitation or negative effect

	Through the process of evaluating limitations can be found in the WHSMS that will need to be rectified. A limitation that could be found through this process is a lack of different communication techniques. If the company only used one or only a few different techniques e.g. only using one and one conversations and email bulletins. If multiple communication techniques are not used in the conjunction with each other, holes in the information that workers are being made aware will form. 




	Incident investigation

	Contribute to evaluation

	Im my role as a workplace supervisor I would contribute to the evaluation process by first assit in the creation of the incident investigation team so there is a group effort focus the the evalution. The research will be performed compairing the current incident investigation system to the latest WHS law making sure there no new laws the current incident investigation system will need to intergrate with. Records of the past incidents will be reviewed identifying areas for improvement, develop and implement plans of rectify any issues found. Than the plan will need to be verified to be effective with all changes to be document. Throughout this process I will be assisting everyone affected including the HSR, other duty holders and workers and PCBU ensure the PCBU providing appropriate resources to the evaluation and fulfilling their role. Non-conformance with reasonable WHS instruction is to be found through this evaluation a non-conformance report containing what the issue is what can be done to rectify the issues will be given the manager for further action.


	Communicate and explain evaluation

	When evaluating the incident reporting system within the overall WHSMS communicate is a significate section of the process. When communicating and explaining the evaluation to others in the workplace multiple techniques should be used including HSC meetings, toolbox talks, one on one conversations within the workplace, evaluation information uploaded to a server and/or intranet, email bulletins and having information posted in the workplace. When explaining the evaluation to others in the workplace you need to make sure the information is presented in a way that it covers all relevant details so workers are adequately informed but at the same time it is easily understood by everyone.

	Facilitate others’ contributions

	In regards to evaluating the WHS performance of the Incident investigation facilitatin others contribution and an important part of the process that will help the completed document succeed in the workplace. To help facilitates other contributions I will use a wide range of communication techniquies including toolbox meetings, staff meetings, HSC meetings, one on one conversations and email bulletins outlining the evaluation process and what everyones role is to contribute to the process. I will also create a anonymous survey to source more information and make it easier for other to contribute as they are worried giving information in regards to workplace incidents that have happened in the past.

	Example of a limitation or negative effect

	When facilitating others contributions while evaluating the incident investigation system in the WHSMS a limitation that can arise from the process is not having enough data to make the evaluation if the company is fairly new and there has been a low number of incidents in the workplace for the incident investigation system to be used enough. To combat this issues addition research will need to carried out focusing in other companies that have operated longer, are a similar size and in the same industry so you are able to learn from their lessons to add to the evaluation of your own company.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

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

Explain how you would:
a) Contribute to review and improvement of these areas. 
b) Communicate and explain to others the review and improvement of the WHSMS. 
c) 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

	I would contribute to the review and improvement of the companies compliance with WHS legislation by first supporting the HSC, HSR and any other parties through the evaluation process making sure they have all required information and training to effective carry out the evaluation. At the same time I will be consulting with the PCBU to ensure they are supplying all required resources so they are fulfil their WHS obiligations. When using the information found through the evaluation I will help in creating an improvement plan so everyone is aware moving forward of what will need to be done to rectify any issues found. Non-conformance by workers in regards to reaonsable WHS instruction may be found through out this process non-conformance reports will need to be written by myself and given to my manager.

	Communicate and explain review and improvement to others

	Communicating and explaining the outcome of a review and the improvement to others in the workplace should be open ended allowing information to flow back and fouth allowing other to give feedback knowing it will be taken seriously and taken into consideration. The message that will be communicated should be worded in such a way that it can easily understood by anyone so everyone is on the same page while at the same time I must ensure that the specific about the areas that were included in the review and the improvements that will be implemented. The techniques to communicate the message that will be used include toolbox talks, one on one conversations, email bulletins, staff meetings, HCS meetings and information boards to be posted around the workplace. 

	Facilitate others’ contributions

	In my role as workplace supervisor I will effectively facilitate others contributions to the evaluation by involving others throughout the whole process source feeback, replying to that feedback in a timely manner and showing others that there input will be taken seriously and considered. By working with other in this way they want to become a bigger part of the process with improve the results of the process.




	Incident investigation

	Contribute to review and improvement

	In my role as workplace supervisor when contributing to the review and improvement of the incident investigation I will support the HSC, HSR, officers and others affected. This will be completed by identifying areas to be improved, determine causes of non-conformances and deficiencies in the system, develop and implement a plan to rectify the issues they have been found all while documenting the process and compairing the result to the goals that have been set before the process. Part of the improvement process after evaluation will resolving any non-conformance by workers found. This means a non-conformance document will need to be completed outlining the issue and possible solutions to the said issues. This document will than need to be given to a manager so part of my WHS obligations are to be fulfilled.

	Communicate and explain review and improvement to others

	[bookmark: _GoBack]When the review of the incident investigation system and planed improvements are being communicated to others in the workplace the message that is to be communicate must specificly outline the areas that have been reviewed and what improvements are going to be put in place. While the information being communicated does need to be detailed at the same time it should be easily understood by all the workers so everyone is aware of the situation moving forward. As a workplace supervisor I will support the communication of this message using the following communication techniques include toolbox talks, HCS meetings, email bulletins, one on one conversations and information to be put on a server and intranet system while at the same time keeping all communication open ended for feedback and replies to given in a timely manner.

	Facilitate others’ contributions

	As a workplace supervisor I will assist in the facilitation of others contribution when evaluating the incident investigation system by ensuring that everyone involved is aware of the details in the through out the evaluation process. This means workers and other duty holder can give accurate feedback that will be taken into consideration in a timely manner and added to the evaluation. By taking feedback seriously workers will become a larger part of the evaluation and in turn become a larger part of the implementation of the improvements making it more effective.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. 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

	☐

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

	☐

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

	☐

	4. 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

	☐

	5. 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

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

	B. 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.
	☐

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

	D. 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
	

	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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