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ASSESSMENT FOR BSBWHS405

	Student name
	Chandal Craven 

	Date of assessment submission
	13/11/2019


	Trainer/Assessor’s name
	Melissa Dobbs

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




TASK INSTRUCTIONS

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

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. 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
	Sartors Concrete

	Workgroup
	1




	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)
	The WHS Act provides a framework to protect the health, safety and welfare of all workers at work and of all other people who might be affected by the work. The WHS Act aims to: • protect the health and safety of workers and other people by eliminating or reducing workplace risks Guide to the Work Health and Safety Act 2011 3 • ensure effective representation, consultation and cooperation to address health and safety issues in the workplace • encourage unions and employers to take a constructive role in improving health and safety practices • promote information, education and training on health and safety • provide effective compliance and enforcement measures • deliver continuous improvement and progressively higher standards of health and safety. Throughout the WHS Act, the meaning of health includes psychological health as well as physical health. Who is covered by the WHS Act? Most workers in Australia are protected by nationally uniform work health and safety laws. This includes employees, contractors, subcontractors, outworkers, apprentices and trainees, work experience students, volunteers and employers who perform work. The WHS Act also provides protection for the general public so that their health and safety is not placed at risk by work activities.

	b) Work Health and Safety Regulations 2011 (Qld)
	The WHS Regulation specifies the way in which a duty under the WHS Act must be performed and prescribes procedural or administrative matters to support the WHS Act (e.g. requiring licences for specific activities and the keeping of records).

	c) AS/NZS 4801:2001
	 The objective of this standard is to set auditable criteria for a safety management system.
AS/NZS 4801:2001(Occupational health and safety management systems—Specification with guidance for use) contains guidance on establishing an audit framework. It is principally directed at independent external audits although it can also provide reference for internal audit procedures. The standard was first published by the Joint Standards Australia and Standards New Zealand Committee (JSA/SNZ) in 2000 and subsequently updated in 2001.


	d) AS/NZS 4804:2001
	 AS/NZS 4804:2001 (Occupational health and safety management systems— General guidelines on principles, systems and supporting techniques) contains general guidance on how to establish a WHSMS in an organisation as well as continuous improvement and resources required. The standard was first published by the JSA/SNZ in 1997 and subsequently updated in 2001.
AS4804:2001 Occupational health and safety management systems provides more general guidance concerning principles, systems and supporting techniques including:
· How to set up an OHSMS [WHSMS]
· How to continually improve an OHSMS [WHSMS], and
· Resources required for set up and improvement.
 

	e) HB 211-2001
	Occupational health and safety management systems - A guide to AS 4801 for small business. Establishing a systems-based approach to workplace health and safety may assist a PCBU address their duties under the Work Health and Safety Act 2011 (WHS Act); through the identification and assessment of workplace risks and whether the necessary organisational structures, accountabilities, policies and procedures are in place to limit their impact. 

	f) Code of practice
	Managing noise and preventing hearing loss at work

Hazardous noise can destroy the ability to hear clearly and can also make it more difficult to hear sounds necessary for working safely, such as instructions or warning signals. Managing the risks related to noise will assist in:  protecting workers from hearing loss and disabling tinnitus (ringing in the ears or head)  improving the conditions for communication and hearing warning sounds  creating a less stressful and more productive work environment.

Codes of Practice provide practical guidance on how to meet the standards set out in the WHS Act and the WHS Regulation. Codes of Practice can be used as evidence in legal proceedings to provide information on how a hazard or risk can be controlled or managed and to determine what was reasonably practicable in the circumstances discussed. They can also be referred to by an inspector when issuing an improvement or prohibition notice. However, Codes of Practice are not mandatory, and a duty holder may choose to use some other way to achieve compliance. Compliance with the WHS Act and the WHS Regulation may be achieved by following a method that is not set out in the Code of Practice. However, this other method must provide an equivalent or higher standard of work health and safety than suggested by the Code of Practice.

	g) Guidance material
	 Concrete Pumping Industry Guidelines
Working with silica and silica containing products
The PCBU has a primary duty of care under the WHS Act 2011 to ensure as far as reasonably practicable, that workers and other persons are not exposed to health and safety risks and hazards. 

Guidance material to support the model Work Health and Safety (WHS) Act and WHS Regulations. The national material provides practical advice for persons conducting a business or undertaking on how to manage risks at the workplace. The material includes information sheets to assist small businesses and workers meet their WHS obligation. Guidance material help duty holders comply with the law but differ from the authoritative advice of a code of practice by allowing duty holders wider discretion to choose the options that best suit their circumstances. Guidance material contributes to the overall state of knowledge regarding hazards, risks and controls and may be tendered as evidence in court proceedings.  




	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

	Developing a thorough injury management system includes choosing a injury management coordinator. 
Organise workers compensation insurance for all workers
Designate a person to manage injuries
Document a process to be followed if someone is injured
Communicate this process to workers
Provide necessary assistance to injured worker (first aid, financial, rehabilitation etc.)
Facilitate the process with doctors, workers compensation schemes


	Seek contribution and support in planning, development and promotion

	Notification of Injury
· All injuries must be notified to the supervisor as soon as possible.

· All injuries will be recorded in the Register of Injuries.

· Our Workers Compensation Scheme Agent will be notified of any injuries that may require compensation within 48 hours.


	Apply policy/WHSMS

	
· All injured employees will receive appropriate first aid or medical treatment as soon as possible.

· The injured employee must nominate a treating doctor who will be responsible for the medical management of the injury and assist in planning return to work.




	Communicate policy/WHSMS

	·  prevent injury and illness by providing a safe and healthy working environment;

· participate in the development of an injury management plan and ensure that injury management commences as soon as possible after an employee is injured;

· support the injured employee and ensure that early return to work is a normal expectation;

· provide suitable duties for an injured employee as soon as possible;

· ensure that our injured employees (and anyone representing them) are aware of their rights and responsibilities – including the right to choose their own doctor and rehabilitation provider, and the responsibility to provide accurate information about the injury and its cause);

· consult with our employees and, where applicable, unions to ensure that the return-to-work program operates as smoothly as possible;

· maintain the confidentiality of injured employee’s records.
do not dismiss an employee as a result of a work-related injury within six months of becoming unfit for employment 




	Return-to-work policy

	Contributing to planning, development and promotion

	Establish a return to work program
Apply a return to work program to the injured person, such as suitable duties, updating where required between doctor and injured worker 

	Seek contribution and support in planning, development and promotion

	· An individual return to work plan will be developed when the injured employee, according to medical advice, can return to work.
                                                                                                                                                                                                                        
· The injured employee will be provided with suitable duties that are consistent with medical advice and are meaningful, productive and appropriate to the injured employee’s physical and psychological condition.

· Depending on the individual circumstances of the injured employee, suitable duties may be at the same workplace or a different workplace, the same job with different hours or modified duties, a different job and may involve full-time or part-time hours.


	Apply policy/WHSMS

	
· If disagreements about the return to work program or suitable duties arise, the organisation will work with the injured employee and any union representing them to try to resolve the issue.

· If all parties are unable to resolve the dispute, the organization will seek to involve the Scheme Agent, an accredited rehabilitation provider, the treating doctor or an injury management consultant.



	Communicate policy/WHSMS

	· A suitable person will be arranged to explain the return to work process to the injured employee.

· The injured employee will be offered the assistance of a trained Rehabilitation and Return to Work Coordinator if it becomes evident that they are not likely to resume their pre-injury duties or cannot do so without changes to the workplace or work practices.
  




	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

	The Work Health and Safety Act 2011 (WHS Act) and Work Health and Safety Regulations 2011 require persons who have a duty to ensure health and safety to ‘manage risks’ by eliminating health and safety risks so far as is reasonably practicable, and if it is not reasonably practicable to do so, to minimise those risks so far as is reasonably practicable.
Officers have a duty under section 27 of the Work Health and Safety Act 2011 (Cth) (WHS Act) to ensure that the person conducting a business or undertaking (PCBU) complies with its duties under the WHS Act. They are required to do this by exercising ‘due diligence’.

	Communicate and explain evaluation

	Document, implement, maintain and communicate the WHS policy to all workers
Making the WHS policy available to all relevant parties
Reviewing WHS policy periodically to ensure up to date and relevant, industry specific legislation ensuring:
1. a well-documented system for identifying, reporting, and responding to all actual and potential hazards in the workplace; 
2. safe practices, procedures and controls are in place are specific to the hazards in the workplace, and, comply with the requirements set out in WHS legislation and approved Codes of Practice; 
3. the provision of ongoing instruction and training to supervisors, managers and workers
4. regular communication with workers about foreseeable health and safety hazards; > adequate time and resources have been allocated for health and safety (e.g. resources for health and safety committees, health and safety representatives);
5. there is regular monitoring and auditing of health and safety at workplaces. 

	Facilitate others’ contributions

	 As a workgroup supervisor it is my duty to ensure that the resources and systems of the business or undertaking are adequate to comply with the duty of care required under the WHS Act. This also requires officers to ensure that delegations are working effectively.  

	Example of a limitation or negative effect

	Officers are personally subject to penalties of escalating severity where a failure to comply with their health and safety duty leads to an offence as set out at in sections 31 to 33 of the WHS Act.




	Incident investigation

	Contribute to evaluation

	An Incident is any accident or event that occurs in the course of [organisation] work, which involves:  occupational illnesses  disabling injuries  psychological, primary and secondary injury  serious equipment plant or property damage  dangerous occurrences which could have, but did not, injure any person  exposure to hazardous substances or circumstances  minor injuries  any other serious incident that could put people or property at risk.
Safety Data Sheets
SWMS
Develop and manage an injury management program that integrated all aspects of incident management, including treatment, rehabilitation, retraining, suitable duties return to work program, emergency procedure preparedness.


	Communicate and explain evaluation

	Well planned communication strategy so all workers and relevant parties are aware of the WHS policy. 
Technology such as emails, texts messages, web pages are ideal communication platforms to keep all up to date. 
Effective communication and consultation will engage all workers and can be utilised to understand awareness and understanding to health and safety practices in the workplace.
To notify relevant authorities of a notifiable incident under the Commonwealth Work Health and Safety Act 2011.
Notice of an incident must be given by the fastest possible means. If notice is given by telephone, Workplace Health and Safety Queensland may request a written notice of the incident. This must be provided within 48 hours of the request and the PCBU must keep a copy of this record for at least five years. The person with management or control of a workplace at which a notifiable incident has occurred must ensure the site of the incident is not disturbed until an inspector arrives at the site or directs otherwise. This does not prevent any action required to protect a person’s health or safety, help someone who is injured or make the site safe. 

	Facilitate others’ contributions

	Continuous improvement relies heavily on all parties being involved in the evaluation process.
To ensure the PCBU has appropriate processes to receive and consider information about incidents, hazards and risks, and to respond in a timely manner. Follow incident investigation and notification flowchart
Timely communication through technology platforms email text or face to face to express opinions and offer suggestion from all parties in regard to WHS 

	Example of a limitation or negative effect

	Non conformance of WHS legislation 






	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

	Evaluate performance of the WHSMS and take preventative and corrective action where necessary to ensure risks and hazards are eliminated or minimised effectively. The method for evaluating and benchmarking is called auditing. Officers will ensure all WHS policies and procedures are in place to achieve WHS objectives with PCBU. Periodical auditing of all work areas to review all areas of the WHSMS, all records must be maintained and kept accordingly. A CAP Corrective Action Plan may be developed if needed to ensure ongoing WHS policies and procedures are maintained. 

	Communicate and explain review and improvement to others

	An important way of complying to WHS plan, policies and procedures is to conduct training sessions for all stakeholders. This should be done at the point of entry for all new workers in the form of site orientations and inductions, and through a training matrix of regular refresher courses.  

	Facilitate others’ contributions

	It’s very important to actively communicate through text messages, emails and noticeboards, participate through workshops, forums and meetings and consult through toolbox meetings, staff meetings and presentations. 




	Incident investigation

	Contribute to review and improvement

	Ensure the PCBU has and implements processes for complying with their duties and obligations for example reports notifiable incidents, consults with workers, complies with WHS legislation, and provides appropriate training and instruction using appropriate resources to eliminate or minimise the risk of workplace health and safety hazards.

	Communicate and explain review and improvement to others

	Performance reviews conducted annually. WHS Performance reporting, Incident reporting, hazard and near miss reporting in a timely manner.
Review of WHSMS to ensure continuous effectiveness of WHS policies and procedures.
 

	Facilitate others’ contributions

	Effective communication through technology will facilitate others contribution emails, text, suggestion boxes, toolbox and pre-start meetings to raise any WHS concerns, these should be responded to in a timely manner




	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
	Donna Sartor

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
[bookmark: _GoBack]☒ Other (specify): Director Sartors Concrete

	Phone number of observer
	0407026772

	Email address of observer
	sartorsconcrete@outlook.com

	Signature of observer
	
	Date
	13/11/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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