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ASSESSMENT FOR BSBWHS403

	Student name
	Kalyn Landman

	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. 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
	Landman Demolition Services Pty Ltd

	Workgroup
	Field Staff



	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

	Supervisor - PCBU 

	Roles, duties, rights and responsibilities regarding consultation and participation

	To consult with workers and other duty holders as reasonably practicable about work place health and safety matters that effect the workers or duty holders. Such as:
 
Identifying hazards
Assessing risk and making decisions about eliminating the risks
Workers Facilities
Proposing change in relation to the workgroup 
When making decisions about procedures relating to: 
Consulting workers
Resolving Health and safety issues
Worker training
Worker Health monitoring 

Allow and promote workers to actively express views and ideas and raise work safety issues and give reasonable opportunity to respond.

Advise workers of decision and reasons why in a timely manner.

Allow and provide HSR mandatory approved training and the reasonable time to carry out their duties within 3 months of being appointed. Cover associated training costs as required. 

Allow HSR access to workplaces and information relating to hazards and risks associated with the workgroup or information relating to the health and safety of the work group. Allow the HSR to carry out their duties as reasonably practicable during paid work hours.

Must not allow access to any personal or medical information concerning a worker without the workers consent unless the information does not identify the worker.
Not required to pay for a person who provides assistance to the HSR
Can refuse a person assisting the HSR access to worksite if there are reasonable grounds. Such as not having a valid entry permit.

Must not discriminate against or promote discrimination against any workers or HSR’s for carrying out their role or providing opinions that may not suit the PCBU.  

Exercise due diligence to ensure the business complies with the WHS Act 2011 and WHS Regulation 2011. Ensure not only to consult but also co-operate and co-ordinate activities with other duty holders. 

	Documents which outline roles, duties, rights and responsibilities

	Section 47 and 48– WHS Act 2011
Section 49 – WHS Act 2011
Section 70 – WHS Act 2011
Section 71 – WHS Act 2011
Section 104 – WHS Act 2011
Section 27 – WHS Act 2011
Work Health and Safety consultation, co-operation and co-ordination code of practice 2011
Worker Representation and Participation Guide 
Landman Demolition Services WHS Manual – Procedures 10. Consultation and Communication Procedure.l

	Communication method and timeframe

	Monthly Health and Safety Meeting including HSR – Meeting notes documented and saved as per requirements in LDS WHS Manual Record of Safety Meeting. For issues that need to be communicated outside of the monthly meeting, Emails, Text messages and notice boards, providing the information to the HSR to be delivered in a Toolbox or Prestart. Handouts could be provided during daily prestart if there is a message that needs to be delivered urgently.
All communication during meetings is to be recorded and saved as per the LDS WHS manual.
Other forms of communication could be signs on job sites stating Demolition in process and Keep out to communicate with external parties to ensure no unauthorised entry. 
Information could be provided in meetings, writing reports, delivery presentations or company new letters. Communication methods could also include sharing information in training sessions internally and externally.




	Name of Individual/Party 1

	Health and Safety Representative

	Roles, duties, rights and responsibilities regarding consultation and participation

	The Health and Safety Representatives role is to represent the workers in the workgroup, in matters relating to Health and Safety. 
To communicate with the PCBU matters of health and safety with relation to their workgroup. To monitor compliance and measures taken by the PCBU. 
To investigate any complaints made by members of the work group or inquire into potential risk to the safety of the workgroup.
HSR are responsible for communicating between the workers and the PCBU. They are also for undertaking workplace inspections, reviewing incidents, accompany WHSQ inspectors if required. 
HSR’s can request establishment and be involved in Health and Safety committee. Issue provisional improvement notices and direct workers to cease unsafe work if the HSR has completed the approved training.
The HSR served for a period of 3 years. Once elected they are entitled to approved training during paid work hours of 5 day in first year after elected, 3 days in the second year and 2 days in the third year. 
The HSR can cease to hold office if they resign for the work group and give written notice to the PCBU. 
The HSR is not personally liable for anything done or not done in good faith.
The Health and Safety Representative needs to be allowed to spend the reasonable time to carry out their powers and perform their functions.
HSR’s are able to request assistance from any person in order to fulfill the requirement of the role in accordance with the WHS Act and Regulation 2011.  
 

	Documents which outline roles, duties, rights and responsibilities

	WHS Act 2011
Section 64 - Term of office of health and safety rep
Subdivision 5 - Section 68 – Powers and functions of HSR’s
Division 6 – Direct to cease work
Division 7 – Issue provisional improvement notices
Section 66 – Immunity of HSR
Section 70 – General Obligation of PCBU (2) and (3)

Worker Representation and Participation Guide 2018

Work Health and Safety consultation, co-operation and co-ordination code of practice 2011
Landman Demolition WHS Manual Section 7 Consultation and Participation and Procedures 11 Health and Safety Representative and Committee

Health and Safety Representative handbook.

Work Place Health and Safety Regulation 2011

	Communication method and timeframe

	Advise the HSR by face to face and confirm with electronic communication of their position and the requirements of the role, duties, rights and responsibilities. Advise the training they are entitled too and provide the Health and Safety Representative handbook and access to all relevant WHS act, regulation, safety management system, codes of practice and standards.
Communication with the HSR would be carried out during monthly health and safety meetings, Weekly toolbox talks or daily prestart depending on the urgency of the information to be provided. 
Consultation should start before the work is to commence or if the work situation has changed. 
Consultation between the HSR and any other duty holder should commence when the HSR becomes aware of the situation. Commence discussions as soon as reasonably practicable.
All communication during meetings is to be recorded and saved as per the LDS WHS manual. 




	Name of Individual/Party 2

	Workers

	Roles, duties, rights and responsibilities regarding consultation and participation

	Workers are to express their views and contribute to the decision-making processes relating to Health and Safety.
Workers are to be advised of the health and safety outcomes. As they have a HSR the consultation must include the HSR.
Worker are to be consulted when identifying hazards, assessing risk and making decisions about eliminating the risks, with regards to workers facilities and proposing change in relation to the workgroup. Workers are also to be consulted when making decisions about procedures relating to consulting workers, resolving Health and safety issues, workers training and health monitoring. 
Workers have the right to request a Health and Safety Representative. Worker have the right to not be discriminated against with relation involvement in voicing opinions and assisting with Health and Safety issues.

	Documents which outline roles, duties, rights and responsibilities

	WHS Act 2011
Section 46 -Nature of consultation
Section 49 – When Consultation is required
WHS Consultation, Co-ordination and Co-ordination Code of Practice
Workers Representation and participation Guide
Landman Demo WHS Manual Section 7 – Consultation and participation and 10. In Procedures 

	Communication method and timeframe

	First point of communication to new workers is the First Day Induction which goes though the safety management system and provides the relevant policies and procedures. Workers are to sign off on the checklist to confirm they have been provided all the relevant information and understand the information provided. This process is as per the LDS Safety Manual.  

Monthly Worker Toolbox Meeting – During business hours first thing in the morning. 

Daily prestart briefings on job sites.

Weekly toolbox talks for any site with above 3 workers (working for over 1 week) on job sites. 

Further communication can be provided on Notice board in lunchroom, by emails or messages with Health and Safety updates.
 
Suggestions boxes with option to be anonymous. 

Demolition Plan and Safe Work Method Statements are provided for every job where workers are to read and sign off to say they have read and understood the document.

All communication during meetings is to be recorded and saved as per the LDS WHS manual.

Talking to workers regulating about WHS issues during informal discussions.

Provide workers with access to the WHS Act and Regulations 2011. Also provide workers with the Worker Representation and Participation Guide.
 




	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

	A Monthly meeting where all workers are to attend during work hours to discuss general business and specifically Health and Safety relating to the work group.

	Your involvement in set up and running of process

	Arranging the date and time for the meeting and sending out to all attendee’s with sufficient notice, ensuring that it is held in business hours and not during critical work. Ensure schedulers are aware of meeting. Ensure the boardroom or area the meeting is to be conducted in is available and all electronic equipment is in working order. Ensure all documentation and handouts are printed and there is enough for all attendees. Ensure previous communications are addressed and answers are able to provided or ensure able to specify a date when they will be actioned.  Use form 10.1 Record of Safety Meeting as per the LDS WHS Manual  

	How you communicate with individuals and parties about process

	An email will be sent out to all participants with the date, time, location and agenda. It will be a reoccurring event that is scheduled on first day Tuesday of each new month. 
A calendar of the meeting schedule will be posted on the notice board. If the date is changed or the meeting is to be postponed an email to all participants will be sent out to advise the change. 
If participants cannot be reach via email or the timeframe is too short, a phone call or text message will be sent out to advise.

	How you support participation of individuals and parties in process

	We support participation by ensuring employees are aware that the company is very focused on safety. 
Regular emails communications on noticeboards etc will be circulated to promote Safety Cultures in the business. Ensuring the meetings take place in business hours. Providing a light breakfast or snack may provide further incentive to attend. 
Allowing a reasonable time for open forum discussions at the end of each meeting for participants to voice their opinions or bring up other safety concerns. Ensuring that each participants issue is heard and addressed or provided an answer or feedback. 




	Name of process 1

	HSR election process

	Describe process

	The process in which a Health and Safety Representative is elected for a workgroup. Workers in the work group are entitled to vote for a member of the workgroup to be the HSR. All workers are given the opportunity to nominate for the position.
Eligibility is only for members of the work group. Workers that have been disqualified previously under Section 65 of the WHS Act are not eligible.
The workers of the workgroup may determine how the election is to be conducted but must comply with procedures under a regulation.
If a majority of the workers so determine, the election may be conducted with the assistance of a union, other person or organisation.
An election is not need if the number of candidates is the same as the vacancies. 
The HSR serves for a 3-year period and is entitled to 5 days training in the first year within 3 months of being elected. 3 days in the second year and 1 in the final year.
All workers in the work group and PBCU are informed on the outcome.
 

	Your involvement in set up and running of process

	Take all reasonable steps to ensure all workers are informed of the date on which the election will take place as soon as reasonably practicable. Invite all relevant members to nominate an HSR and vote at the election. Provide any resources, facilities and assistance as reasonably necessary to enable the election to be conducted. .

	How you communicate with individuals and parties about process

	Sending out an email outlining the above process including the date and time that the election will take place. 
Communicate The election requirement and process in the monthly health and safety meeting or weekly toolbox meeting (providing a handout outlining the process) and advise workers of the process, date, time and place. Make available the WHS Act 2011 and WHS Regulation 2011 for any workers wishing to further investigate the process.

Once the HSR has been elected advise all relevant work group members and other personnel of the result. 
Ensure register of HSR are recorded and kept up to date for workgroup. Provide copy to the regulator, display list in prominent location at principal place of business and onsite as required.

	How you support participation of individuals and parties in process

	By allowing the reasonable time and facilities to the workgroup to arrange and co-ordinate the election as required. Communicate the importance of the role and the importance of Health and Safety in the business. Ensuring the workgroup that any volunteers to the position will be not be discriminated against but shown gratitude for their efforts. 




	Name of process 2

	Health and Safety Committee 

	Describe process

	Formation of a committee can be made by a request from 5 or more workers or a health and safety representative.
If requested the PCBU must establish the committee within 2 months of the request.
A PCBU can establish a committee without being requested to do so.
The committee must include the HSR if there is one and the WHS Officer if there is one.
At least half of the committee must be workers who are not nominated by the PCBU. If agreement is not made the regulator may be asked to appoint an inspector to decide the matter.
Health and Safety Committee’s help to facilitate cooperation between the PCBU and other duty holders with regards to health and safety matters. Committees are required to meet at least once every 3 months. 

	Your involvement in set up and running of process

	Ensure if requested that action is taken to set up the committee within 2 months of the request. Take all reasonable steps to ensure all workers and duty holders are informed of the date on which the process will take place as soon as reasonably practicable. Allow reasonable time to applicants to think and contribute to the process. Provide any resources, facilities and assistance as reasonably necessary to enable the committee set up to be conducted. Ensure all duty holders are consulted during the process.

	How you communicate with individuals and parties about process

	Email sent to all duty holders outlining the above process including the time frame the committee set up will take place. Also communicate it in the monthly health and safety meeting or weekly toolbox meeting (providing a handout outlining the process) and advise workers of the process, date, time and place via face to face communication. Post the process on the noticeboard in lunchroom. Make available the WHS Act 2011 and WHS Regulation 2011 for any workers wishing to further investigate the process. Provide communication to workers in meetings were senior management is not present so that workers can feel more comfortable in voicing their opinions. 

	How you support participation of individuals and parties in process

	Providing reasonable time and facilities to the workgroup to arrange and co-ordinate the committee set up. Communicate the importance of a committee and its value to the Health and Safety of employee’s in the business. Provide presentation examples during meetings of other business’s with Health and Safety committee’s and how they have improved Health and Safety for its workers.




	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 Representative

	Required for effective involvement in consultation and participation 

	Health and Safety Representatives provide a bridge for communication between the workers through to management. 
Allows workers who may not want to be identified the opportunity to voice their opinions, suggestions or concerns anonymously. 
Provides a person that understands the views and concerns of the workers at the same level. 
Provides the workers with a more coordinated and formal process for raising ideas and concerns with relation to health and safety. 
HSR require the appropriate Health and Safety representative training to be effective. Training must be provided within 3 months of being elected. 
HSR’s require appropriate facilities, time and access to people, information and documentation in accordance with the WHS Acts and regulation 2011 to effectively carry out their duties. 
HSR’s also need access to assistance from any persons internal or external as reasonably practicable that is necessary to carry out their role. 

	Training that may be provided to assist

	HSR training course approved by the regulator WHSQ. 5 days in the first year, 3 days in the second year and 2 day in the third year of service as a HSR.
Further training could be offered internally or externally to allow them further carry out duties. Training could be as simple as learning how to use the company database to access information.  

	Your involvement in delivery of training

	Ensuring an approved provider carries out the training. Ensure that the training course and associated costs are catered for by the business. Ensure the HSR is paid for the time they spend participating in the training course. Ensure all training is recorded as per the Landman Demolition Services WHS Manual.




	Name of Individual/Party 2

	Workers

	Required for effective involvement in consultation and participation 

	It is very important to involve and consult workers with all health and Safety issues relating to them. The workers are the people at the forefront of the potential risks and hazards and are the ones that complete the work which may involve dangerous hazards and risks. Workers are required for effective involvement as can give the best advise on when certain procedures may or may not work. They will be able to give advice or ideas on what might work better. Workers will also be able to report more accurately on the potential risks, hazards and incidents as are seeing it from the ground level. Without workers the outlook on health and safety would be from a higher perspective which may not see all the potential risks or the factors that might have caused the risk, hazard, near miss or incident. View from a higher perspective do not do the work so cannot fully implement and test the procedures or control measures effectively. Consulting workers allows them to feel valued and want to contribute positively to health and safety. It also lets them understand why certain decisions have been made rather then being told what the decision is without any consultation or input from the people actually exposed to the risks and hazards.
Workers require access to appropriate facilities to allow them to carry out their duties. Access to company policies and procedures, Access to their HSR for communication, Access to safe and maintained plant and equipment, Access to correct PPE to carry out their duties and access to the appropriate training to effectively and safely allow them to carry out their duties.  

	Training that may be provided to assist

	Training that can be provided to assist could be internal or external depending on the requirement. Such as:
Training in company systems to allow access to safety systems, policies, procedures and checklists and forms, 
Training in appropriate manual handling techniques, emergency procedures, vehicle safety, WHS risk management etc.
Training specific to the task, Plant and Equipment, high risk, working at heights, asbestos removal etc.
First Aid and CPR training as required
On the job training or online training.

	Your involvement in delivery of training

	Carrying out training need analysis for workers to determine the correct training requirements for the person. 
Regular talks to find out what training workers may need to feel they need to effectively and safely complete their jobs. 
Providing in house or external training as required. In house training could be delivered by myself with regards to the companies Safety systems and How to access the information and effectively complete forms. Other in-house training methods could be placing a worker with a more experienced worker to help train and supervise them in a new task. 
I would also be involved in researching and organising any external training such as First Aid, CPR, Asbestos Removal Training and licencing. Engage a WHS training consultant to deliver appropriate training as required.
Making sure that Safety data and information are readily accessible and available to all that need it. 

Recording all training as per the Landman Demolition Services Safety Management System. 
Skills/ Competency Needs Assessment Form 7.1
Worker Competency, Licence and Training Record Form 7.2
Training Attendance Register Form 7.3
Company Training Register Form 7.4
 




	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

	Language Barrier

	Measure to remove barrier

	Make changes to the method of communication 

	Contribution to development of measure

	Research the target audience. Find out the demographic of the audience and think about the style of communication that is suitable to the group or person.

	Contribution to implementation of measure

	During meetings use simple language. Speak Clearly and slowly. Limit slang and abbreviations.  Keep the information interesting and relevant. Use presentations with relevant pictures, charts and graphs to help deliver the message. Use examples that the target audience can relate too. Allow plenty of time for the audience to ask questions. Watch the audience to ensure they are engaged and appear to understand the content. Hand out or email the presentation to the participants so they can review the information in their own time.  If there are members that require translation allow for an interpreter or provide a handout in their language if reasonably practicable.   

	Contribution to evaluation of measure

	Provide an anonymous survey to gauge the audiences understanding of the information provided.
Provide a suggestion box asking for ideas on ways the meetings could be done better.
Follow up participants to see if they are now completing the tasks accurately and if not provide further training as required.
Follow up participants to see if they feel they require further training or explanation.
Identify and suggest opportunities for improvement to existing measures.  




	Describe barrier 2

	Skills Barriers

	Measure to remove barrier

	Provide appropriate training to increase the skills required and provide better access to WHS information. 

	Contribution to development of measure

	Consult with all duty holders in regards to skill requirements. Consult with HSR and HSC and involve them in the investigations and asked for input and suggestions.
View risk assessments, hazards reports etc to identify were skills are lacking.
Conduct Training needs analysis to identify the training requirements for each duty holder. Carry out inspection and audits of worker to investigate and identify where skills need improvement. 
Assess company procedures and checklists to identify if skills to complete the forms might need addressing.

	Contribution to implementation of measure

	Once training needs are identified – Implement the training that is required to increase the lacking skillsets. If the skillsets are lacking in knowledge of general Health and Safety, conduct training in these areas. Provide printouts on company noticeboards and send out electronic communications with safety tips and requirement relevant to the business.  

	Contribution to evaluation of measure

	Continue to carry out audits and inspections to ensure the training provided has been absorb – Provide follow up training if required.
Have staff complete training needs analysis at regular intervals to ensure training requirements are up to date.
Record all training and documentation as per the landman demo safety management system.
Keep informed of any changing health and safety requirements by subscribing to external safety information and updates. Ie: Regulator updates.
Ensure safety training is a regular topic in toolbox meetings, prestart and health and Safety meetings.
Informally talk to staff regularly to obtain their opinions or concerns
Regularly talk to the HSR and HSC with regards to skills and training of workers.




	Describe barrier 3

	Company Culture Barriers

	Measure to remove barrier

	Encourage and have informal discussions with all duty holders to identify if there are any cultural barriers within the business. During discussions use relatable examples to each person or group being spoken with.   
Carry out anonymous survey to gain quick feedback on any company cultural barriers.
Have all levels of management promote safety and confirm the importance of Health and Safety in the Business. Ensure management do portray a positive outlook on safety.
Ensure safety systems are being used effectively and consistently across all aspects of the business to increase uniformity and predictability
Develop positive attitudes by implementing positive two-way communication between all duty holders.
 

	Contribution to development of measure

	Ensure that the correct people are in positions in management and safety roles such as Health and Safety Representatives. These people must have the right knowledge, skill and positive attitude to successfully promote and undertake the responsibilities of safety. Ensure company policies have the right safety messages in them and are able to be understood by all demographics
Monitor, record and ensure regular safety meetings are held for all levels
Lead by example
Remove the “she’ll be right” attitude by educating employees on the consequences that can come with breaches to the WHS Act and Regulation. Research and provide examples of incidents that could have been prevented but were not due to the same attitude. Ensure the examples are relatable and can engage the audience at a personal level.  

	Contribution to implementation of measure

	Communicate company values and clarify required and expected behaviours during safety meetings. 
Display company values, safety messages and policies in prominent positions for all duty holders to see within the workplace. 
Ensure leaders are demonstrating positive outlooks with regards to safety and are ensuring they are leading by example. 
Have management increase their knowledge of work health and safety by getting involved with the people doing the work, carry out work throughs and inspections. 
Send out electronic communication reflecting on positive safety outcomes to promote and thank staff for their positive safety efforts. 
Increase safety cultures by creating an award to acknowledge Safe workers. 
Send out electronic communication reflecting on incidents inside and outside of the business that are relatable and create personal connections.
Promote a team attitude by reducing the us and them attitude. Promote team social events with all staff to help develop good relationships.
Ensure all duty holders feel like they are contributing to Safety by encouraging people speak openly without fear of reprimanding. 
Implement anonymous suggestions box and ensure the HSR is a person that other workers trust and are willing to voice their opinions too. 
Ensure all duty holders have access to the relevant WHS Act, Regulations, Codes of practice and standards for the works they carry out. 

	Contribution to evaluation of measure

	Review the number and types of WHS suggestions given by personnel.
Review the attendance numbers at the HSC meetings, Attendees at the monthly Health and Safety meetings and the number of interested parties in the HSR positions. 
Review these before the measure to remove the barriers are implemented then review again after the method is implemented. 
Regularly review these factors and continuously engage in measures to remove barriers at regular intervals. 
Continue to use the methods that appear to be working. The methods that are not working need to be revaluated and changed or new methods adopted. Return these items to the drawing board and seek further guidance from all duty holders. Seek guidance from external sources that have proved methods. Investigate if these can be implemented into the business. 




	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. [bookmark: _Hlk27579755]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
	Tegan Woodcock

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

	Phone number of observer
	0438169725

	Email address of observer
	Tegan.woodcock@hotmail.comi

	Signature of observer
	
	Date
	31/12/2019
	Comments
	Meeting was set in a casual location and appropriate language was used during discussion. Kalyn used some WHS terms but then elaborated on them to ensure terms were understood. Kalyn also ensured she asked the audience if they understood what she was talking about before moving on in conversation.
Kalyn highlighted the PCBU, Workers, Subcontractors and their duties. 
Potential barrier on two selected areas within the business were identified as cultural barriers. Kalyn gave a scenario on a worker sustaining an injury and how it affected multiple parties including the worker, business owner and their families. Kalyn advised leading by example is important. Workers need to know that the company is very safety focused.
Kalyn used questioning and actively listening. 
Discussions were had about the importance of the Monthly Safety meeting and ensuring they are scheduled accordingly. Discussions were had on the importance of the Worker First Day Induction. Discussions were had about staff training requirements. Both agreed that the correct person should be doing the correct job or if someone new is required to do a new job they need to be supervised and trained before they can carry out the role. Jay the business owner mentioned introducing staff incentives for employee’s that report or contribute to safety. Jay also noted that regularly talking about safety in all meetings is important. For example, in all prestart. Kalyn noted Jays opinions and ideas. Agreement was made that during the monthly safety meetings a different policy and procedure shall be reviewed to determine if it is working efficiently or if it needs to be changed. The workers that used the procedures need to be consulted with as they are the ones that do the work so will have a better understanding on how it works or if it works. 
The first procedure to be reviewed is the subcontractor induction. Once reviewed Kalyn will role the induction out with all current subcontractors.  
[bookmark: _GoBack]On completion of the meeting, Kalyn provided Jay with a handout (Understanding Safety Culture) and asked him to have a read of it as thought it a good form of information to highlight the importance of Positive Safety Cultures and how Safety cultures effect the business.  
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