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ASSESSMENT FOR BSBWHS402

	Student name
	Hannah Ockendon

	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. Workplace and legal framework
	· Workbook response (below)

	2. Policy, procedures, processes and systems
	· Workbook response (below)

	3. Workplace duties, rights and obligations 
	· Workbook response (below)





ACTIVITIES

For the following activities, name a workplace that you wish to examine. 

	Name of workplace
	Paynters Pty Ltd



	ACTIVITY 1 

	a) Identify current legislation and related documentation that will be relevant to your chosen workplace, and where such documentation can be found. 
b) For each document identified, outline one (1) excerpt or requirement that it specifies for your chosen workplace.



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Section 19: A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers.




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2011 (Qld) located at www.legislation.qld.gov.au. 

	Relevant excerpt/requirement for chosen workplace

	Section 19 (3(e)): “The provision of adequate facilities for the welfare at work of workers in carrying out work for the business or undertaking, including ensuring access to those facilities.” 

Example: Paynters have supplied numerous facilities to ensure the welfare of their workers. A prime example would be the mother’s room/ sick room in the Brisbane office. In addition to this, all Paynters construction sites have water bubblers, a lunch shed, a first aid room and port-a-loos. 




	Name and location of Regulation 

	Model Work Health and Safety Regulations as at 15 January 2019 located at www.safeworkaustralia.gov.au.  

	Relevant excerpt/requirement for chosen workplace

	Section 34: “A duty holder, in managing risks to health and safety, must identify reasonably foreseeable hazards that could give rise to risks to health and safety.”

Example: HSEQ Committee meetings are conducted every month. During these meetings, staff members from various positions in the company meet to discuss risks to health and safety. How to eliminate or reduce risks is also discussed.




	Name and location of Code of Practice

	Model Code of Practice: ‘First aid in the workplace’ located at www.safeworkaustralia.gov.au .

	Relevant excerpt/requirement for chosen workplace

	Section 3.8: Reviewing your first aid requirements. 

Example: An excel spreadsheet is used to record which staff members have the authority to administer first aid. It details when they obtained their certificate and when they will need to renew it. This excel spreadsheet is checked on a monthly basis to ensure staff remain competent. Staff members are also expected to know when their certificate expires.




	Name and location of Standard

	AS/NZS 4801:2001 – Occupational Health and Safety Management Systems located at www.standards.org.au 

	Relevant excerpt/requirement for chosen workplace

	Section 4.2: “There shall be an occupational health and safety policy authorised by the organisation’s top management, that clearly states overall OHS objectives and demonstrates a commitment to improving OHS performance.” 

Example: There is an authorised WHS Plan that addresses all areas of safety. This plan can be adjusted or added to in order to cover the possible risks of a specific job. 




	Name and requirement of Guidance Publication

	Working with silica and silica containing products – National guidance material
This guide explains what PCBU’s must do to keep themselves and their workers safe from the risks of silica dust.

	Relevant excerpt/requirement for chosen workplace

	Section 3.2: “If a worker refuses to participate in health monitoring or refuses to use PPE as they have been trained and instructed, you as the PCBU may take action to meet your duties under the WHS laws. This could include removing the worker from the source of exposure.”

Example: Workers who are to be exposed to silica dust are required to use a respirator that has been fitted specifically to their face. If the worker does not wear the correct respirator, they are not allowed to work. 




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify one (1) of each of the following within your chosen organisation:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

For each, summarise:
· Its purpose
· How it can be accessed
· How it can be developed and changed to ensure compliance with WHS legislation, using examples.




	Name and purpose of WHS Policy

	Rehabilitation Policy Statement
Outlines how the business will assist the injured party in making an early and safe return to work. For example, adjusting the current duties of the worker or creating suitable duties to be completed during the recovery period. 

	How document can be accessed

	This document is accessible on Paynters’ internal documentation database called ‘Asite’ as well as being displayed in every site office. This document is also handed to all staff upon starting employment.

	How it can be developed and changed to ensure compliance with WHS legislation

	Section 220 (7) of the Workers’ Compensation and Rehabilitation Act 2003 emphasises the importance of “return to work plans”. Furthermore, the development of this plan must be “in consultation with the worker”. Paynters’ policy does reference return to work plans but fails to mention that it will be done in consultation with the injured party. 

This is important as the injured worker needs to feel that they can achieve what is outlined in the plan. By making this change, Paynters can ensure that they are compliant with WHS legislation while also helping their workers feel listened to and supported during the rehabilitation period. 




	Name and purpose of WHS Procedure

	Incident Procedure
Outlines the steps to be taken immediately after an incident occurs (e.g. provide first aid) and lists who needs to be notified about the incident once immediate dangers have been controlled and the casualty is stable.

	How document can be accessed

	This document is accessible on Paynters’ internal documentation database called ‘Asite’ as well as being displayed in every Paynters site office.

	How it can be developed and changed to ensure compliance with WHS legislation

	This policy was approved in October of 2017. Therefore, it can be assumed to be out of date. In order to obtain compliance, a review must be conducted to ensure any changes in the legislation since 2017 have been reflected in the procedure. 




	Name and purpose of WHS Process

	Incident Investigation Process
Details the steps to be taken after an incident occurs including determining who was involved, if any rehabilitation is needed and the corrective actions may need to be implemented.

	How document can be accessed

	This document is accessible on Paynters’ internal documentation database called ‘Asite’ as well as being displayed in every Paynters site office.

	How it can be developed and changed to ensure compliance with WHS legislation

	On the 1st of September 2018, Paynter Dixon underwent a rebrand to become Paynters. During the rebrand, the Incident Investigation process was adjusted to display Paynters’ new logo and colouring. However, a review on the contents of the process was not conducted. It was discovered that the various external sources (e.g. websites), documents and forms that the process referred to were either out of date or renamed. As a result, a staff member would not be able to successfully investigate an incident if they were to follow the process in its current state. In order to ensure compliance, the process must be updated to include the correct, up to date documents and forms.  




	Name and purpose of WHS System

	Safe work method statement (SWMS) 
This system is required for any high-risk activities conducted in the workplace. It outlines the hazards that may arise from these activities as well as the safety measures (e.g. PPE) that are to be put in place to control risks.


	How document can be accessed

	The template for this document is accessible on Paynters’ internal documentation database called ‘Asite’. Once the form is completed however, it is distributed to the personnel who require a copy, saved onto Asite and a hard copy is kept on site.

	How it can be developed and changed to ensure compliance with WHS legislation

	The ABN number of Paynters and the subcontractor who will be carrying out the high-risk work must be on the SWMS. This is required so that WHS inspectors and regulators can issue improvement, non-compliance, or prohibition notices to the correct party. (For example, there are numerous businesses that operate under the same name but have no relation to one another) 
To ensure compliance, all SWMS must be reviewed to ensure that not only is there an ABN listed, but that it is the correct ABN for whoever is conducting the high-risk work. 




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	[bookmark: _Hlk25051138][bookmark: _Hlk25234344]For the purpose of the company manual, you are to explain the role of WHS in your chosen workplace, by developing a report in the following structure:

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose 
· The objectives and principles underpinning WHS legislation

2.0 WHS REGULATOR
· Identify the WHS regulator that applies to your company
· Explain the functions and powers of the WHS regulator and how they are exercised

3.0 INDIVIDUALS AND PARTIES
3.1 WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS
· Outline PCBU’s WHS duties under the legislation
· Identify PCBU’s WHS rights under the legislation
· Explain PCBU’s WHS obligations under the legislation

4.0 COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed for WHS compliance with legislation
· Identify ways in which workers’ and PCBU’s WHS training needs are assessed 
· Identify how the workplace provides support for workers’ and PCBU’s training needs

5.0 CONCLUSION
· Explain the importance of WHS to your company
· Identify that workers and PCBUs have varying WHS duties, rights and obligations under the legislation
· Express the importance of maintaining compliance and addressing training needs


TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as workers, health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer specifically to the legislation using section numbers, so that the reader could refer to the legislation for more information if they wanted to.  




	1.0 INTRODUCTION

	Paynters are a commercial construction company that has been in business for over 60 years. Offering end-to-end design and construct solutions, Paynters deliver projects primarily in the Health, Residential Aged Care, Social Housing, Education, Insurance, Hospitality and Industrial sectors. Due to the nature of the work Paynters conduct, Workplace Health and Safety is a fundamental aspect of the business.

The main objective of the WHS Act is to create a nationally unified framework and understanding of the health, safety and welfare requirements necessary to protect and ensure the safety of workers and workplaces. In order to achieve this objective, the Act utilises numerous principles. A large responsibility is placed on a Person Conducting a Business or Undertaking (PCBU) to do all that is reasonably practical to eliminate or minimise risks in the workplace. In turn, workers and any other persons are protected against harm. Relationships between all parties in a workplace are encouraged and cultivated by the Act, entitling everyone to a fair representation. The Act also has the means to ensure compliance by using various enforcement measures. Collectively these principles work together to create a “framework for continuous improvement and progressively higher standards of work health and safety” (Work Health and Safety Act 2011 Section 3 (g)).


	2.0 WHS REGULATOR

	Workplace Health and Safety Queensland (WHSQ) is the regulator who applies to Paynters. Under the Act, WHSQ has been authorised to exercise various powers such as the ability to enter any workplace or premises without prior notice or consent from a person in management. A regulator may also request the handover of information and documentation if a breach of the Act is suspected. WHSQ can be contacted regarding a range of matters including advice or information on WHS matters or, to report serious injuries or fatalities (which can be investigated and penalised by the regulator). While monitoring and enforcing the Act, regulators cultivate and encourage consultative relationships between duty holders, workers and their representatives. During this process, each party is provided with information about their duties, obligations and rights under the Act. By exercising their power under the Act and working with Paynters, WHSQ will be able to develop and improve systems of work that will in turn prevent illness or injury in the workplace.


	3.0 INDIVIDUALS AND PARTIES

	3.1 WORKERS

	As stated by the Work Health and Safety Act 2011 (Section 28 (a & b)) workers are to “take reasonable care for his or her own health and safety; and take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons”. A key element to fulfilling this duty is following PCBU instruction and co-operating with any reasonable policy or procedure. In return, PCBU’s are to secure a workers’ right to report hazards, risk and injuries without being subjected to discrimination. Other rights of a worker that must be upheld by PCBU’s include the ability to elect Health and Safety Representatives and the right to refuse to undertake or continue unsafe work (as outlined in Section 84 of the Work Health and Safety Act 2011). 


	3.2 PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	As the primary duty holder, PCBUs carry a greater responsibility for implementing and maintaining compliance with WHS legislation. As stated by the Work Health and Safety Act 2011 (Section 19 (2)) “A person conducting a business or undertaking must ensure, so far as reasonably practicable, that the health and safety of other persons is not put at risk from work carried out as part of the conduct of the business or undertaking”. PCBU’s are obliged to consult with workers about WHS issues and implement changes accordingly. Furthermore, any serious injuries or fatalities that occur must be reported to the regulator in a timely manner. In the instance that a WHS permit holder or regulator enters the workplace, PCBUs must grant entry and are prohibited to obstruct the inspection in any way. A PCBU may exercise their rights under the WHS Act if it is alleged that a breach of the legislation has occurred (Example: Issued with an infringement notice). In this instance, a PCBU has the right to a review (as detailed in Section 223 of the Work Health and Safety Act 2011) if they feel the punishment is unjust or they believe they have not contravened. 


	4.0 COMPLIANCE

	Paynters have developed an efficient framework that ensures compliance with the Work Health and Safety Act is maintained. A HSEQ Systems Coordinator oversees the reviewing and updating of all policies, procedures, processes and systems. Government websites and news forums such as worksafe.qld.gov.au are checked frequently to assist the co-ordinator in remaining up to date on any changes in the legislation, regulations or codes of practice.  Regular internal and external audits (for example, those done by the Federal Safety Commissioner) are conducted to assess the PCBU’s current competence in upholding their duties under the Act. Site Safety Officers, Managers and Coordinators conduct routine task observations to determine if workers are adhering to their safe work method statements. Any issues that arise from these audits and reviews are investigated and corrective action is implemented promptly. 

Paynters place high importance on training and education. Training needs are determined through analysing a worker’s authority or ability to complete a task. Work is prohibited unless the individual is competent. For example, a worker who is required to use a scissor lift will first need to obtain a Yellow Card. The HSEQ team records and monitors the training that each staff member holds, noting when certifications will expire so re-training can be organised. Paynters organise and fund all staff training needs as they recognise its importance in both bettering safety in the workplace and ensuring compliance with legislation. 


	5.0 CONCLUSION

	Work Health and Safety is a fundamental aspect of Paynters. Due to the high-risk nature of the work which Paynters conduct, it is imperative that training needs are assessed constantly to ensure competency and that compliance with legislation is maintained. Workplace Health and Safety is a collective effort that requires PCBU’s and workers to uphold their various duties and obligations, while also respecting each other’s rights under the Act. By establishing a consultative relationship with workers and their representatives, Paynters will be able to better understand the various risks that arise and in turn implement changes that will create a safer working environment.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. What are the objectives and principles underpinning WHS? 
Select the most appropriate response.
☐ 	To ensure that people receive a large compensation payment when injured
☐ 	To create barriers for businesses in their day-to-day operations
☒ 	To assign responsibilities and confirm rights of those in the workplace, with regards to safety
☐ 	To provide specific ways in which everything in the workplace must be conducted

	☐

	2. When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Select all that apply.
☒ 	Inspectors
☒ 	Legislation
☒ 	Codes of practice
☒ 	Policies and procedures

	☐

	3. Which of the following are functions and powers of the WHS regulator? 
Select all that apply.
☒ 	To enforce WHS law
☒ 	To promote compliance with WHS law
☐ 	To represent you in court if you breach WHS law
☐ 	To supply WHS equipment

	☐

	4. Which of the following methods can be used to advise others about WHS compliance? Select all that apply. 
☒ 	Training sessions for all staff
☒ 	Emails about changes to laws
☒ 	A suggestion box to allow workers to raise inadequacies
☒ 	Having a legal advisor speak at a staff meeting

	☐

	5. Can all levels of a workplace (e.g. PCBUs down to the worker level) be involved in developing and implementing changes to workplace policies, procedures, processes and systems in order to achieve compliance? 
☒ 	Yes
☐ 	No

	☐




	6. Order the following elements of the WHS legal framework from the most legally enforceable to the least legally enforceable (1 = most enforceable; 5 = least enforceable). 
	Rank (1 – 5)
	Element

	5
	Policies and procedures

	3
	Code of practice

	4
	Standard

	1
	Act

	2
	Regulation




	☐




	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. In writing, request an appointment with a legal advisor (e.g. WHS Regulator, union, lawyer) to clarify your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3). 
	☒

	B. Meet with legal advisor and seek approval regarding your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3).
	☒

	C. During the meeting, use suitable structure and language when providing, seeking and discussing WHS legislative information.
	☒

	D. During the meeting, use questioning and active listening to clarify understanding.
	☒

	E. Document WHS legislative and organisational advice from legal advisor, making changes to your report (Activity 3) using structure, layout and language suitable for audience.
	☒

	Name of observer
	Amy Maxwell

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

	Phone number of observer
	07 3368 5541

	Email address of observer
	amy.maxwell@paynters.com.au

	Signature of observer
	
	Date
	28/11/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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