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ASSESSMENT FOR BSBWHS403

	Student name
	BENJAMIN WILLIAMS

	Date of assessment submission
	29/11/2018


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

	2. Contribution to processes
	· Workbook response (below)

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

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	EDSS 

	Workgroup
	SUPERVISOR WORKGROUP 1 



	ACTIVITY 1 

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

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




	Your role

	Electrical Supervisor/ Health & Safety Representative 

	Roles, duties, rights and responsibilities regarding consultation and participation

	I act as a communication channel between management and workers. I chair the health and safety sections of weekly toolbox meetings, using these as an open forum to the committee. 
I am involved with the specific health and safety issues relevant to the work group I represent. 

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (WHS Act) 
Part 5—Consultation, representation and participation
Division 3 – Health and Safety representatives 
 
Work Health and Safety Regulations 2011 (WHS Regulations) Chapter 2—Representation and participation

	Communication method and timeframe

	I chair the health and safety sections of the weekly toolbox meetings, using these as an open forum to the committee. 




	Name of Individual/Party 1

	Health and Safety Committee 

	Roles, duties, rights and responsibilities regarding consultation and participation

	The committee takes ongoing responsibility for ensuring that all relevant health and safety information is posted on work noticeboards. The committee also sets timelines and frameworks for evaluating systems and processes. The Health and Safety committee brings together workers and management to assist in the development and review of health and safety policies and procedures for the workplace.
The Health and Safety Committee is the forum for consultation on the management of health and safety across the whole workforce. It considers the development, implementation and review of the policies and procedures associated with the organisation’s work health and safety system.    

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (WHS Act) 
Part 5—Consultation, representation and participation
Division 4 – Health and safety committees

Work Health and Safety Regulations 2011 (WHS Regulations) Chapter 2—Representation and participation
 

	Communication method and timeframe

	Meeting agendas, minutes, alerts and newsletters. The Health & Safety Committee meets every month. 




	Name of Individual/Party 2

	Workers

	Roles, duties, rights and responsibilities regarding consultation and participation

	Workers can make sure their voice is heard by contributing to team meetings, talking with work groups, giving feedback on policy and procedures when asked. Participation in consultation provides workers with an opportunity to think constructively about health and safety issues that affect them, contribute ideas for improvement and work as a team in implementing good workplace safety practices. The HSR is the main point of contact for all workers regarding health and safety matters.  

	Documents which outline roles, duties, rights and responsibilities

	 Work Health and Safety Act 2011 (WHS Act) 
Part 5—Consultation, representation and participation
Division 2 – Consultation with workers

	Communication method and timeframe

	Ask questions about health and safety, raise concerns and report problems, make safety recommendations, be part of problem solving process, attend weekly safety took box meetings 




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

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




	Name of process

	Work team meetings

	Describe process

	We identify the team (work group)
We meet on a weekly basis
Agree on ground rules
Set a consistent meeting agenda to be followed
Rotate meeting roles
Address issues raised as a group
Record actions steps, owners and due dates 

	Your involvement in set up and running of process

	I chair my work group team meeting. Our Team Administrator sets up the agenda by reviewing my notes, and I check this information is accurate and relevant for the next meeting – I am in charge of sending a draft agenda meeting to all involved in case they want to add any items to the agenda prior to the meeting. 


	How you communicate with individuals and parties about process

	Open discussions, agenda distribution, e-mails, memos to team members and open communication in tool box meetings. 

	How you support participation of individuals and parties in process

	Value opinions and take suggestions on board where possible and feasible. Give consideration to concerns, always listen, acknowledge and try to find the best possible solution/outcome to the issue. 




	Name of process 1

	Employee Engagement Survey 

	Describe process

	 Tailored to the current needs of the organisation and uses relevant questions that collect actionable feedback from employees.
A draft survey is developed by WHS Committee  with involvement of focus groups set up by each work group and then reviewed with HR & Management prior to distribution by the admin team  – this Employee Engagement Survey is distributed on an annual basis. 

	Your involvement in set up and running of process

	I am part of the focus group for my own work group. We participate in the draft survey. 

	How you communicate with individuals and parties about process

	There is a memo from the General Manager announcing the survey, then a memo from HR Department explaining the process, an e-mail goes out with instructions and a link to the online survey.  

	How you support participation of individuals and parties in process

	By explaining the benefits of completing the survey, if they complete the survey it will help improve their work experience and allow everyone to influence the direction of the company. As a supervisor I held myself accountable and let them know I want them to participate as I value their opinion and so does management.  




	Name of process 2

	Suggestion Box Online – Anonymous  

	Describe process

	The company set up a Suggestion Box  - Anonymous online to encourage employees to weigh in with ideas, suggestion for better processes and general comments and notes about their work and the workplace environment. Managers share the suggestions and talk about them at staff and tool box meetings. 

	Your involvement in set up and running of process

	I am briefed about the suggested and comments raised in the management meeting as a supervisor and I then bring them up in our weekly tool box meetings to discuss openly with the workfornce..

	How you communicate with individuals and parties about process

	Open discussion in weekly tool box meetings

	How you support participation of individuals and parties in process

	By encouraging workers to use the suggestion box online as this ensures anonymously and they can be more open in raising any issues.  




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

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




	Name of Individual/Party 1

	Health and Safety Committee (HSC)

	Required for effective involvement in consultation and participation 

	A HSC facilitates cooperation between a PCBU and workers in developing and carrying out measures to ensure health and safety at work. This includes health and safety standards, rules and procedures for the workplace.
A PCBU must set up an HSC within two months of being requested to do so by a Health and Safety Rep, or by five or more workers in a workplace, or when required by the WHS Regulation.
A PCBU can also establish an HSC if they desire.
At least half of the members of an HSC must be workers that have not been nominated by the PCBU. A Health and Safety Rep can also consent to be a member of the committee and, when a workplace has more than one HSR, they can choose one or more to be members.
An inspector can be requested to assist this process by any person who is a party to the committee.
At EDSS the HSC meets once every month and at any reasonable time at the request of at least half of the members of the committee.

	Training that may be provided to assist

	Health and Safety Committee – 1 day course
This course is designed for newly elected HSC members, current HSC members and managers and supervisors involved in health and safety activities.
This course aims to allow for newly elected and current Health and Safety Committee (HSC) members to identify and implement the legislative functions of the HSC. It provides skills and knowledge to enable HSC members to participate effectively in committee duties and contribute to the continual improvement of safety performance in their organisation.

	Your involvement in delivery of training

	I have participated in this training course and obtained a Certificate of Attendance but have no involvement in the delivery of the training. I have communicated the training learning outcomes to my workgroup in our weekly tool box meeting. 




	Name of Individual/Party 2

	Workers 

	Required for effective involvement in consultation and participation 

	Consultation with workers can be undertaken in various ways. It does not need to be a formal process and can be as simple as talking to them regularly and considering their views when making health and safety decisions.

	Training that may be provided to assist

	Provision of information, training and instruction that are readily understandable having regards to the nature of work, nature of hazards and risks associated with the work and the controls measures implemented. Relevant training and instruction on work health and safety matters, training on incident notification and reporting, examples: general construction induction, workplace/site specific induction 

	Your involvement in delivery of training

	I am in charge of providing the site specific induction and general safety training to workers in my work group.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

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




	Describe barrier 1

	Employees working in different buildings or locations, staff shortages at times, distractions caused by noise, lighting, temperature 

	Measure to remove barrier

	Plan ahead, book a suitable space and give all parties involved plenty of notice of the meeting time and date. Provide alternative consultation methods for parties that are unable to attend, such a suggestion box, e-mail or survey

	Contribution to development of measure

	 I raised the issue with management where some workers of my work group were in different locations at times and not all were able to be consulted and provide feedback.  

	Contribution to implementation of measure

	 I plan the works accordingly to have parties involved and present where required at the time and date required by the consultation and participation process. If they are away or off-site I offer the suggestion box and survey option.     

	Contribution to evaluation of measure

	Management of change is undertaken in consultation with workers. We assign responsibility and accountability at all levels. 




	Describe barrier 2

	Complacency 

	Measure to remove barrier

	People need to know ‘what’s in it for me? In order to effect change. It’s also about how I influence others from my position as Electrical Supervisor and HSR – through my behaviour, actions and leadership.

	Contribution to development of measure

	Safety culture supports consultation and a no blame culture.

	Contribution to implementation of measure

	Acceptable behaviour needs defining and reinforcing. Understand values, beliefs and attitudes impact on good WHS. Regularly share good news outcomes/achievements. Promoting a  reporting culture. 

	Contribution to evaluation of measure

	Open communication, be aware of people behaviours, changes in personal circumstances, read people, understand them and get the best out of them to create a win-win situation for the individual, the work group and the company as a whole. 




	Describe barrier 3

	Productivity focus/demands of job

	Measure to remove barrier

	Having an adequate number of personnel to complete the job and make sure adequate level of supervision for worker skill level.

	Contribution to development of measure

	Making everyone aware of risks in the workplace – safety comes first.
If not safe, stop work immediately – see a supervisor.  

	Contribution to implementation of measure

	By supporting a healthy work environment – removing work pressures and deadlines that encourage poor safety outcomes. 

	Contribution to evaluation of measure

	WHS Stats, near misses, reporting culture. 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

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

	☐

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

	☐

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

	☐

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

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

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

	TASKS
	VERIFIED

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

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

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

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

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

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

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

	Name of observer
	BRIGITTE BIASON

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

	Phone number of observer
	0419 789 082

	Email address of observer
	brigittebiason@hotmail.com

	Signature of observer
	
	Date
	29/11/2018
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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