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BSBWHS413 
Contribute to implementation and maintenance of WHS consultation and participation processes 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes 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
	Eliza Grunwald




	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.




	Participant name
	Eliza Grunwald

	
	

	Participant signature
	
	
	

	Date
	22/07/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	5
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref396827952]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
	QTMP Torbanlea

	Workgroup
	CREW A





	ACTIVITY 1  [bookmark: _Ref36037761]

	For the three (3) individuals/parties:
a) [bookmark: _Ref36037771]Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) [bookmark: _Ref36037782]Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) [bookmark: _Ref36037846]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

	Workers (including supervisors)

	Roles, duties, rights and responsibilities regarding consultation and participation

	As a worker your Duties align to the position you were hired for, whether that is a plant operator, labourer, spotter, or leading hand. No matter the role you play within the workplace your duties to your fellow workmates and the duties of the PCBU for the workers does not change. 
All information is directly from Work Health and Safety Act 2011
(As stated in section 28 Duties of the workers)
While at work, a worker must—
 (a) take reasonable care for his or her own health and safety; and
 (b) take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons; and 
(c) comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with this Act; and (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.
(As stated in Section 47 Duty to consult workers)
(1) The person conducting a business or undertaking must, so far as is reasonably practicable, consult, as required under this division and any regulation, with workers who carry out work for the business or undertaking who are, or are likely to be, directly affected by a matter relating to work health or safety. Maximum penalty—200 penalty units. (2) If the person conducting the business or undertaking and the workers have agreed to procedures for consultation, the consultation must be in accordance with those procedures. (3) The agreed procedures must not be inconsistent with section 48.
All workers have the rights to:
· Stop unsafe work 
· A safe workplace
· Speak up about work conditions 
·  Instruction, training, and supervision
· Any necessary safety equipment 
· Consultation about safety in the workplace 
· Safe equipment
The responsibility of the worker in the workplace is to:
· Take reasonable care of their health and safety in the workplace
· Take reasonable care of the health and safety of others in the workplace
· Follow health and safety instructions issued by the employer 
· Report hazards, unsafe situations, and injuries to the employer 



	Documents which outline roles, duties, rights and responsibilities

	· Work Health and Safety Act 2011
· Code of practice – Managing the risks of plant in the workplace 2021
· Code of practice - Work health and safety consultation, cooperation, and coordination 2021
· Work Health and Safety Regulation 2011
· WorkSafe QLD website 


	Communication method and timeframe

	As a health and safety officer in the workplace I would inform the workers of their roles, duties, rights, and responsibilities in a toolbox meeting with the whole workforce. 
During this meeting I would have a power point presentation on in the background, going through the slides with the main dot points regarding the subjects I was speaking on. This helps the audience stay on track and guide them if they are a bit lost. It also ensures I remember to pass on all the information regarding the topic. This meeting could go from anywhere between 30 minutes to 1 Hour, depending on the audience’s participation.  




	Name of Individual/Party 1

	Person Conducting Business or Undertaking (PCBU)

	Roles, duties, rights and responsibilities regarding consultation and participation

	The role of the PCBU in the workplace is:
1. To conduct business or an undertaking
2. Consult with workers who carry out work for the business
3. Coordinating and cooperating with other duty holders in the business
4. Ensure they provide a safe workplace for their workers
The duties of the PCBU in the workplace are:
1. A Duty to consult workers if they will be in any way effected by the matter.
2. Must comply with all health and safety laws in the relevant state, regarding the health and safety of persons on their site
3. Signage and communication
4. Monitor safety
5. Ensure all persons carrying out work are competent 
Rights of the PCBU are:
1. To representation
2. To have control over the workplace 
3. To access any necessary information
4. To conduct mandatory training 
5. Enforce safety policies 
6. Engage health and safety reps 
7. Request inspections and audits 
8. Assistance and advice 
The responsibilities of the PCBU are:
1. Provide a safe working environment 
2. Safe use, handling and storage of plant and substances 
3. Provide suitable facilities 
4. Ensure safe work methods are being conducted 
5. Provide information, training, and supervision 
6. Consult with the workforce 
7. Report any incidents 
8. Manage risk 
9. Provide PPE
 

	Documents which outline roles, duties, rights and responsibilities

	· Work Health and Safety Act 2011
· Code of practice – Managing the risks of plant in the workplace 2021
· Code of practice - Work health and safety consultation, cooperation, and coordination 2021
· Work Health and Safety Regulation 2011
· WorkSafe QLD website 


	Communication method and timeframe

	Depending on the size of the project I would either do a 1 on 1 or hold a toolbox/meeting with the group and again go over their rights and responsibilities in this role, with the help of a PowerPoint presentation. The presentation will provide dot points helping keep the attendees engaged and focused and so I do not leave any important information out. This meeting should only take 30 Minutes to 1 Hour to complete.  




	Name of Individual/Party 2

	Health and Safety Representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	As HSR our role on site is to:
- Represent the workforce in regards to health and safety matters
-  Conduct regular site checks to ensure workplace is being compliant with health and safety laws
- Amend any unsafe environments present on the worksite
- Ensure adequate training and competency among workforce 
-  Ensure PCBU is providing workforce with the correct PPE
- Listen to any concerns the workforce may have and make the changes or explain a better way of completing task.
HSR duties:
- Conduct regular site checks
- Know the laws and ensure PCBU is following them
- Mental health check ups
- First aid assistance in an emergency
-Guide the workforce when it comes to health and safety issues 
HSR Rights:
-To review any health and safety documents that are relevant to the job
-A safe workplace 
-To be consulted regarding health and safety matters
- To stop unsafe work
- Speak up about unsafe work practices
- request further training 
- access to safe and working plant and equipment
- Have the adequate time and recourses to conduct my role as HSR
HSR Responsibilities:
-To represent the workforce 
- Consultation between workforce and PCBU
- Monitor the working conditions 
- Investigate complaints from workforce 
- Conduct inspections
- Promote health and safety
- Attend the necessary training for the role  

	Documents which outline roles, duties, rights and responsibilities

	· Work Health and Safety Act 2011
· Code of practice – Managing the risks of plant in the workplace 2021
· Code of practice - Work health and safety consultation, cooperation, and coordination 2021
· Work Health and Safety Regulation 2011
· WorkSafe QLD website 


	Communication method and timeframe

	I would hold a small meeting with the HSRs with a PowerPoint presentation, highlighting their Roles, Responsibility, rights, and Duties under this role. This would be a very interactive meeting; we would all discuss the topics thoroughly. This meeting would take roughly 1 hour to complete.  




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref36037958]

	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) [bookmark: _Ref36038082]Briefly describe the process
b) [bookmark: _Ref36038172]Explain your role in the setting up and running of this process
c) [bookmark: _Ref36038174]Describe how you communicate with individuals and parties about what these processes are
d) [bookmark: _Ref36038177]Describe how you support the participation of individuals and parties in these processes
e) [bookmark: _Ref36039654]Identify the ways in which the WHS information shared through each process should be recorded and stored




	Name of process

	Work team meetings

	Describe process

	At our workplace we call them Pre starts. Every morning at the start time we all meet out in a large gravel area to get told the works for the day. The Supervisor will read out who is ging where and what their scope of work is for the day ahead. 

	Your involvement in set up and running of process

	Each morning, I will read out any safety alerts, pass on any information regarding an incident on another site either in the country or within the company, or pick a topic for the day and remind people of the requirement of following the correct procedure and ensuring the work environment meets certain standards before work commences.  

	How you communicate with individuals and parties about process

	When they first start at the job, they are told where and when to meet for the pre start.

	How you support participation of individuals and parties in process

	During the prestart, I will always ask everyone questions that are relevant to the subject and at the end I will always ask if anyone has any questions, they would like to ask regarding the material they were just presented with. This usually sparks a few conversations.  

	[bookmark: _Hlk36039519]Recording and storing WHS information

	The Pre start read out sheet and all the attendance sign on sheets are kept and filed away for reference if needed. 




	Name of process 1

	Take 5 Submissions 

	Describe process

	At the beginning of every task the workers are required to assess the work environment and document anything that they find. The take 5 has a lot of tick and flick questions that ask:
Have you signed onto todays prestart
Do you have flu symptoms 
Do you understand the activity 
Can you get struck by moving plant 
Have I got the correct PPE
Am I fit for work
Am I safe to continue 
Are task deviations approved 
Does everyone involved understand the task
Are all hazard controls in place 
Have I got the correct tools 
Do I require a permit 
Can I fall from anything 
Have I signed the SWMS
I agree it is safe to continue 
Have you filled out the plant pre start book 
Has an exclusion zone been established 
Have I greased my machine attachments 
Do you agree it is safe to continue  
 

	Your involvement in set up and running of process

	The Take 5 is a pretty streamline process, I just encourage people to fill them out, check them when they are submitted and do random inspections of site to ensure all people out working are completing take 5s for their current task. 

	How you communicate with individuals and parties about process

	When you first start on site you are told about the take 5 process and the requirement to complete them daily. Every morning at pre start the supervisor reminds everyone to complete their take 5s before starting tasks and if people have not been submitting them, they will remind people it is a requirement of the job to complete them.

	How you support participation of individuals and parties in process

	If anyone needs help, they can come to me with how to complete the task, workers who are always submitting their take 5s and filling out any hazards or observations on the back will be put into the nomination for monthly safety awards. This encourages the workforce to participate in the safety check  

	Recording and storing WHS information

	All take 5s that are submitted are kept on file for future reference.




	Name of process 2

	Weekly safety Committee meetings 

	Describe process

	Every Monday at 11AM the safety committee meet in the meeting room and go over last week’s issues and if we have closed out the issue or if the issue is still open. If the issue is still open, we will discuss how we plan to complete and close out the issue this week. Once we have gone over all that we will bring up any new issues that have arisen over the last week and discuss the best plan of action to rectify the problem. 

	Your involvement in set up and running of process

	Every Monday I will message the committee group chat and confirm the meeting time with everyone, if the meeting time needs to be moved, we will move it to a more suitable time. 

	How you communicate with individuals and parties about process

	Once we have completed the meeting, we will pass on any relevant information to the work group regarding the outcome of any issues that have been resolved and any new issues that have been raised for rectification. 

	How you support participation of individuals and parties in process

	Everyone involved, has a duty to attend the meetings and everyone on site knows they can bring issues to any one of the committee members and the issues will be raised for discussion at the next meeting. We ensure we always come back to them with a solution.

	Recording and storing WHS information

	Every meeting is recorded by a particular member. He documents the discussion and recites the last week’s meeting minutes and whether we have rectified the issue or not. We all get a copy of the meeting minutes that we can file for reference.  




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref36037897]

	For the two (2) individuals/parties listed below: 
a) [bookmark: _Ref36037900]Identify what is required for them to effectively be involved in consultation and participation 
b) [bookmark: _Ref36038919][bookmark: _Ref36043688]Outline what training should be provided to assist in the improvement of their consultation and participation, identifying legislative requirements 




	Name of Individual/Party 1

	Person Conducting a Business or Undertaking (PCBU)

	Required for effective involvement in consultation and participation 

	Some of the ways the PCBU can effectively be involved in consultation and participation within the workplace is by:
· Holding daily prestart meetings to get information across and address any health and safety issues there may be on site.
· Take 5 forms are another way workers can pass on information about the workplace without having to find the supervisor and tell them (if it isn’t a safety concern that has the potential for accident or harm). These forms can also be submitted anonymously if there is something people wish to say but are afraid to speak to someone face to face.
· Sharing information to the workgroup, information regarding safety concerns, near misses, how the project is progressing etc.
· Consult with workers on proposed changes to the running’s of the job, so they can have some input. 
· Make sure HSRs have access to relevant safety information like SWMS, incident reports and safety data sheets 


	Training that may be provided to assist

	· Work health and safety training. Understanding the legal obligations and responsibilities under the WHS laws can help them better fulfil their role.
· Leadership and management training. This will help them navigate people and how to achieve the best outcome from their workforce. Kindness and caring go a long way.
· Psychosocial risk management training. Courses that address the impact on workplace stress, mental health issues and strategies for creating a supportive work environment.
· Emotional intelligence (EI). Will help PCBUs develop self-awareness, self-regulation, social skills, empathy, and motivation which are essential for effective leadership and communication.
All this training will help the PCBU be a more conscious leader and a more effective and liked human being. If the PCBU can effectively consult the workforce and positively participate in the consultation, it will result in a more open and happier workplace.





	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	For a HSR to have an effective involvement in consultation and participation they need to:
· Always be open and approachable.
· Provide multiple different ways and opportunities for people to be able to bring an issue forward, whether that is making your phone number accessible, making a point to walk around and say hi to everyone and check on them while they are working.
· When an issue is made aware to you, make sure you action the issue and do your best to get an outcome, if people knew you cared enough to help them, they would feel more confident to speak up.
· Read as much information on the laws as you can, so you are prepared to answer any questions they may have regarding what the guidelines are.
· Be a great listener 
· Build relationships by being approachable, reliable, and transparent.
· Be actively participating in meetings. Gather any concerns from the work group that you can bring up in the meeting.
· Conduct regular inspections and audits
· Provide constructive feedback
· Lead by example, practice safe behaviour yourself.
· Always keep workforce informed about the goings on of the workplace. Keeping your workers in the dark when it comes to massive changes, will be a fast way to lose trust with the workers.


	Training that may be provided to assist

	The best training for a HSR is:
· First things first, your HSR initial training course
· Advanced HSR training, which can go in depth about incident investigation and negotiation skills.
· Communication and consultation training.
· WHS risk management training.
· Workplace inspection and audit training.
· Psychosocial hazards and mental health training, to help understand mental health, manage stress, and creating a supportive environment.
· Emotional intelligence training (EI), this will help develop self-awareness, improve self-regulation, grow social skills, strengthen empathy and much more.
· Regulatory compliance training, keeping up to date with the regulations and compliance.
· Crisis management training.
· Safety culture development training. 
The list goes on, you can really learn so many different things to become great in this role. This training will help with more than just your job though, it will have a flow on effect to your personal life and your relationships with family and friends.  





	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref36041974]

	Consider how feedback can be gathered about current WHS consultation and participation processes:
a) [bookmark: _Ref36042547]Identify two (2) methods that can be used to gather feedback on the effectiveness of existing WHS consultation and participation processes
b) [bookmark: _Ref36042606]Identify which stakeholders in the workplace should receive this information and how it should be documented and communicated to them




	Methods for gathering feedback on existing consultation and participation process

	HSR’s can travel around to crib rooms and on site to ask people if they have any suggestions to improve on the current consultation and participation process, taking notes of what the employees suggest.
Secondly a feedback box is a fantastic idea, this gives people the freedom to say any ideas or issues they may have without feeling like they are being judged. A suggestions box gives people a good amount of time to think on their suggestions, as well as adding any new ideas that may pop into their head during the day. Having the suggestions box also combats the issue with someone not being available to tell them your idea, many times you can’t find someone all day and you will forget the idea or suggestion you had and it never gets passed on. 

	Relevant stakeholders

	In our company, we would be bringing the feedback to the Senior Supervisors, Leading Hands, Safety Officers and HSR’s. 

	Documenting and communicating findings

	The information collected will be stored in a filing system within the company’s server, to keep record of our suggestions vs integration of suggestions over the years.
This information can initially be passed on in an email, group chat or letter drop. Once the information has been passed on and everyone has had a chance to go over it and think on it, we would hold a team meeting and discuss how to integrate the feedback into the current consultation and participation process.  




	Satisfactory Outcome
	
	





	ACTIVITY 5  [bookmark: _Ref36038018]

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified:
a) [bookmark: _Ref36042576]Provide a measure that could be implemented to remove the barrier 
b) [bookmark: _Ref36042681]Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	When it comes to handing in our take 5 forms every night, it can be a tricky thing to remember and easy to just leave in your pocket or in the take 5 book. Sometimes you find yourself handing in 3 days’ worth of take 5s all at once because you just kept forgetting to put them in the box at the end of the day  

	Measure to remove barrier

	By introducing an electronic version of take 5s on our mobile devices, we can fill out the form and submit it all at once. This eliminates the possibility of forgetting to hand it in and means it’s easier to complete one with every new task you start.    

	Contribution to development of measure

	In the process of creating this new method I will happily trial the app before its finalised and rolled out across site, ensuring it works efficiently, has all the same questions and writing space to add your own notes and address any issues that you may have noticed while conducting the take 5. If the writing space isn’t big enough people may not be able to get all the information across on the one take 5.


	Contribution to implementation of measure

	Once the app has been implemented, I will ask for feedback on how the app is performing and whether people have any suggestions for improvement. Once I’ve received the feedback, I will take that to the required people so we can make the changes, so the app can be improved. 

	Contribution to evaluation of measure

	Once the app has been in place for a few months we will evaluate the usability and whether having the app in place has helped with the issue of people forgetting to hand in the take 5’s and if the app has been easier for people to complete before starting each task. 




	Describe barrier 2

	People may be happy to attend meetings, toolboxes, and committees, but that doesn’t necessarily mean they are happy to actually speak up and bring the issues forward, and the whole point of the meetings and toolboxes are to encourage people to speak up, participate and contribute. 

	Measure to remove barrier

	Make a conscious effort to make people feel extremely supported and let them know it’s completely safe to speak up. Take on their ideas and try to implement the ideas they have come forward with or if they came with an issue take it seriously and action the issue so it can be rectified ASAP. The employees won’t want to bring issues to management and safety if it falls on deaf ears every time.  

	Contribution to development of measure

	I’ll be making sure that every person that brings an issue to the table is heard and I will promise to come to a conclusion regarding the issue within 10 days. Not all issues can be a 10-day fix, but keeping them in the loop and informed about where we are at will give them the assurance that issues will be dealt with.  

	Contribution to implementation of measure

	I will be personally making sure that the issues have been addressed and rectified myself. If someone else oversees taking care of an issue, I will conduct my own checks after an allotted time to ensure the issue has been rectified and if not, I will follow up with the progress of the claim.

	Contribution to evaluation of measure

	After a few months of the new implementation, we will do a little stocktake of how many more issues and contributions got bought forward, compared to prior and how many of the issues or suggestions brought up were rectified or implemented  




	Describe barrier 3

	Being able to get the whole workforce together to consult them on any new goings on at the job.

	Measure to remove barrier

	Being smart about the times and days you choose to hold the meetings/toolboxes so that every person can attend 

	Contribution to development of measure

	Look over the work schedules and find the perfect time during the week to get everyone together to have these meetings 

	Contribution to implementation of measure

	I will be sure to let everyone know through email, group message or text message about the meeting times.

	Contribution to evaluation of measure

	After a few meetings I will check in with everyone to assess whether the selected meeting/toolbox times are suiting everyone and if anyone has encountered any issues that we could find a solution for.




	Satisfactory Outcome
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	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
	Eliza Grunwald

	
	

	Participant signature
	
	
	

	Date
	8/05/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	4
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351038]ASSESSOR COMMENTS

	


True or False (Tick your response): Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35350969]Which of the following are types of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Internal involvement in inspections and audits
	

	
		Team meetings
	

	
		Planning committees
	




[bookmark: _Ref36046461]True or False (Tick your response): Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35417543]Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation meetings being too long and boring
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Workplace culture related to WHS
	

	
		Having separate work sites
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	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
	Eliza Grunwald

	
	

	Participant signature
	
	
	

	Date
	8/05/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS413
Contribute to implementation and maintenance of WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to call and conduct a meeting with workers with regards to WHS consultation and participation, including:
· Developing and delivering a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) about WHS consultation and participation
· Seeking audience feedback about current WHS consultation and participation processes

After the meeting you are required to:
· Collate the minutes of the previous meeting with workers
· Consider and assess recommendations to implement and maintain improvement measures 
· Request a meeting with PCBU (via face-to-face delivery or real-time video, as arranged with your assessor) 
· Document improved processes for implementation with workers

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Meeting agenda and minutes
· Presentation materials (e.g. PowerPoint) for workers and PCBU
· Documentation of improved processes for workers 

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. questions asked by assessor during presentation).

	Resources required: 
Computer. 

	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 Identifying WHS consultation and participation requirements 

	1.1A.  [bookmark: _Ref36106014]Develop a presentation which explains:
· Yours and the audience’s legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities 
· Two (2) current/common WHS consultation and participation processes 
	
	1.1B.  [bookmark: _Ref36106045]Prepare an agenda for the meeting and send along with invitation to attendees (as a minimum, the assessor).
	
	1.1C.  [bookmark: _Ref36106065]Set up and deliver presentation (in person/via live stream video).
	
	2 Seeking and assessing feedback

	1.2A.  [bookmark: _Ref36106080]Seek audience feedback about current WHS consultation and participation processes including:
· Barriers to processes
· Opportunities for improving processes for sharing WHS information and data
	
	1.2B.  [bookmark: _Ref36106091]Record meeting minutes. 
	
	1.2C.  [bookmark: _Ref36108300]Consider and assess recommendations to implement and maintain improvement measures (including training requirements).
	
	3 Improvement of consultation and participation processes

	1.3A.  [bookmark: _Ref36106169][bookmark: _Ref35418577]Request a meeting with the PCBU which: 
· Explains the role of WHS consultation in the workplace, including the PCBU’s legal and organisational role, duties, rights and responsibilities 
· Discusses the findings of the meeting (referring to meeting minutes)
	
	1.3B.  [bookmark: _Ref36109918]Set up and deliver meeting (in person/via live stream video).
	
	1.3C.  [bookmark: _Ref36109962]Seek PCBU feedback/adjustments to offered recommendations.
	
	1.3D.  [bookmark: _Ref36108231]Document improved processes (considering PCBU adjustments) for implementation with workers. 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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