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BSBWHS415 
Contribute to implementing WHS management systems 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS415 Contribute to implementing WHS management systems cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	Participant Name
	Amanda Griffith




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	[bookmark: _Ref396827952]Participant name
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	26/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.


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



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

	Name of workplace
	Griffith Graphics Pty Ltd

	Workgroup
	Work Shop




	ACTIVITY 1  [bookmark: _Ref37237267]

	There are various legislative documents, standards and guidance documents to assist with the development and implementation of a WHSMS. 

Summarise what the following documents address (e.g. duties) with respect to a WHSMS:
a) Work Health and Safety Act 2011 (Cth)
b) Work Health and Safety Act 2011 (Qld)
c) Work Health and Safety Regulations 2011 (Qld) 
d) [bookmark: _Ref37240751]A code of practice relevant to your chosen workplace regarding risk assessment
e) [bookmark: _Ref37238701]Australian Standard AS/NZS ISO 45001:2018 
f) [bookmark: _Ref37238640]The ‘Safety Management System Audit Report’ from the Queensland Regulator, Workplace Health and Safety Queensland (refer to Handout 1)
g) [bookmark: _Ref37237767][bookmark: _Ref37238317]Organisational policies regarding return-to-work and injury management
h) [bookmark: _Ref37237769][bookmark: _Ref37238320]Organisational procedures regarding return-to-work and injury management
i) Organisational process regarding return-to-work and injury management





	
	Summary of contents

	a) Work Health and Safety Act 2011 (Cth)
	A Work Health and Safety Management System (WHSMS) is a framework designed to manage and continually improve work health and safety (WHS) within an organisation. Steps to develop a WHSMS for compliance with the Work Health and Safety act 2011 Commonwealth
· Establish a WHS Policy
· Identify Hazards
· Develop & implement control measures
· Train & educate workers
· Monitor & review
· Continually improve


	b) Work Health and Safety Act 2011 (Qld)
	Implementing a WHSMS for compliance with the Work Health and Safety Act 2011 (QLD) requires a systematic approach to identifying hazards, implementing control measures, training and educating workers, consulting and communicating with stakeholders, monitoring and reviewing the system, and continually improving it.


	c) Work Health and Safety Regulations 2011 (Qld)
	Implementing a WHSMS for compliance with the Work Health and Safety Regulations 2011 requires a systematic approach to identifying hazards, implementing control measures, training and educating workers, consulting and communicating with stakeholders, incident and emergency management, monitoring and reviewing the system, and continually improving it.


	d) Code of practice
	Implementing a WHSMS for compliance with the How to Manage Work Health and Safety Risks Code of Practice 2021 requires a systematic approach to identifying hazards, implementing control measures, training and educating workers, consulting and communicating with stakeholders, incident and emergency management, monitoring and reviewing the system, and continually improving it.


	e) AS/NZS ISO 45001:2018
	Australian Standard AS/NZS ISO 45001:2018 provides a framework for managing work health and safety (WHS) risks and opportunities. 


	f) Guidance material 
	Management reviews the continued relevance of and changes where appropriate, the policy, objectives, responsibilities and other elements of the OHSMS, in light of the OHSMS audit results, changing circumstances and commitment to continual improvement.

	g) Organisational policy
	Griffith Graphics policy include key elements of:
Return to work 
Injury management
Roles and responsibilities
Communication and documentation
Compliance and review


	h) [bookmark: _Ref37239430]Organisational procedure
	Griffith Graphics procedures include key elements of:
Initial response
Rehabilitation and recovery
Return to work planning
Roles and responsibilities


	i) [bookmark: _Ref37239395]Organisational process
	Griffith Graphics processes include key elements of:
Reporting and investigation
Documentation
Compliance and review




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref37237300]

	Explain your involvement, as a workgroup supervisor, with implementing the following elements of a WHSMS plan:
· Injury management 
· Return-to-work 

In particular:
a) [bookmark: _Ref37237344]Use examples to explain how you would contribute to the planning, development and implementation of each elements, as relevant to your own workgroup
b) [bookmark: _Ref37237328]Explain how you would seek the contribution and support of others in the planning, development and implementation of each element 
c) [bookmark: _Ref37237333]Communicate to workgroup members about the importance and application of each element in terms of meeting WHS policy




	Injury management

	Contributing to planning, development and implementation

	Workplace supervisors play an important role in injury management by contributing to planning, development, and implementation of injury management strategies. Here are some ways supervisors can be involved:
Preventative Measures: Workplace supervisors can take preventative measures to minimise the risk of injuries occurring in the workplace. This includes identifying potential hazards and implementing control measures to reduce the likelihood of injuries occurring.
Risk Assessments: Supervisors can conduct risk assessments to identify potential hazards and assess the level of risk associated with specific tasks. This information can be used to develop injury prevention strategies and training programs.
Incident Reporting: Supervisors should be aware of the incident reporting process and ensure that all workplace incidents, including near-misses, are reported and investigated. This information can be used to identify areas where injury prevention strategies can be improved.
Return to Work: When an employee is injured, supervisors can play a key role in facilitating their return to work. This involves liaising with the injured worker, their healthcare provider, and the injury management team to develop a return to work plan that meets the employee's needs and ensures a safe and successful return to work.
Communication: Supervisors should communicate regularly with injured workers to provide support and guidance throughout their recovery. This can include regular check-ins, providing updates on workplace changes, and making necessary modifications to tasks or equipment to support the worker's recovery.
Training: Supervisors can participate in injury management training to increase their knowledge and skills in injury management. This can include training on incident investigation, return to work planning, and injury prevention strategies.


	Seeking contribution and support in planning, development and implementation

	Involving workplace supervisors in the planning, development, and implementation of injury management strategies can be beneficial for improving the effectiveness of injury management in the workplace. Here are some ways that supervisors can be sought for their contribution and support:
Consultation: When planning and developing injury management strategies, it is important to consult with workplace supervisors to gain their input and support. This can be done through regular meetings or workshops to discuss the effectiveness of current injury management strategies and identify areas for improvement.
Collaboration: Working collaboratively with supervisors can help to build a shared understanding of injury management goals and strategies. This can involve involving supervisors in the development of policies, procedures, and training programs to ensure that injury management is integrated into the workplace culture.
Training: Providing training to supervisors can improve their knowledge and skills in injury management, and help to build their confidence in managing injured workers. Training can include topics such as injury prevention, incident investigation, and return to work planning.
Communication: Regular communication with supervisors can help to ensure that they are aware of the injury management strategies that are in place, and can provide feedback on their effectiveness. This can involve regular updates on injury management initiatives, as well as seeking feedback from supervisors on the effectiveness of these initiatives.
Support: Providing support to supervisors in their role as injury management champions can help to build their confidence and improve their ability to manage injured workers. This can include providing access to resources and tools, as well as providing guidance and support when required.

	Communicating about WHSMS element

	Workplace supervisors play a critical role in communicating about the Work Health and Safety Management System (WHSMS) element of injury management to ensure the effective implementation of injury management strategies. Here are some ways supervisors can communicate about the WHSMS element:
Training: Workplace supervisors can be provided with training on the WHSMS element, which includes understanding the purpose of the WHSMS, its elements, and how it fits into the overall injury management strategy.
Induction: Workplace supervisors can be involved in the induction process for new employees, providing them with an overview of the WHSMS element and how it supports the organization's injury management strategies.
Regular communication: Workplace supervisors can regularly communicate with their team members about the WHSMS element and its importance in injury prevention and management. This can include discussing specific WHSMS policies and procedures, sharing WHSMS-related incidents, and providing updates on the organization's overall WHSMS performance.
Providing resources: Workplace supervisors can provide resources such as WHSMS manuals, checklists, and posters to support employee understanding of the WHSMS element. This can help to reinforce the importance of the WHSMS and encourage compliance with its policies and procedures.
Leading by example: Workplace supervisors can lead by example by demonstrating their commitment to the WHSMS element through their actions and behaviours. This can include ensuring that their team members receive WHSMS training, following WHSMS policies and procedures, and encouraging their team members to do the same.




	Return-to-work 

	Contributing to planning, development and implementation

	Involving workplace supervisors in the planning, development, and implementation of return to work (RTW) programs can be beneficial for ensuring that injured workers are able to safely and effectively return to work following an injury. Here are some ways that supervisors can be sought for their contribution and support:
Consultation: When planning and developing RTW programs, it is important to consult with workplace supervisors to gain their input and support. This can involve regular meetings or workshops to discuss the effectiveness of current RTW strategies and identify areas for improvement.
Collaboration: Working collaboratively with supervisors can help to build a shared understanding of RTW goals and strategies. This can involve involving supervisors in the development of RTW policies, procedures, and training programs to ensure that RTW is integrated into the workplace culture.
Training: Providing training to supervisors on RTW can improve their knowledge and skills in managing injured workers and help to build their confidence in supporting RTW programs. Training can include topics such as the roles and responsibilities of supervisors in the RTW process, how to communicate with injured workers, and how to identify suitable duties for workers.
Communication: Regular communication with supervisors can help to ensure that they are aware of the RTW strategies that are in place and can provide feedback on their effectiveness. This can involve regular updates on RTW initiatives, as well as seeking feedback from supervisors on the effectiveness of these initiatives.
Support: Providing support to supervisors in their role as RTW champions can help to build their confidence and improve their ability to support injured workers. This can include providing access to resources and tools, as well as providing guidance and support when required.


	Seeking contribution and support in planning, development and implementation

	When an employer communicates with a worker about their return to work and the workplace health and safety management system (WHSMS) elements, it is important to ensure that the worker understands their role and responsibilities in maintaining a safe and healthy workplace. Here are some steps that an employer can take to effectively communicate about the WHSMS elements during a worker's return to work:
Schedule a meeting: The employer should schedule a meeting with the worker to discuss their return to work and any relevant WHSMS elements. This can be done in person, via phone or video call, or through email.
Provide a copy of the WHSMS documentation: The employer should provide the worker with a copy of the WHSMS documentation, including policies, procedures, and training materials, that are relevant to the worker's role. The worker should be given time to review the documentation and ask any questions they may have.
Discuss hazards and risks: The employer should discuss any hazards or risks associated with the worker's role, and ensure the worker is aware of the procedures and controls that have been put in place to manage those hazards or risks.
Clarify responsibilities: The employer should clarify the worker's responsibilities for maintaining a safe and healthy workplace, including reporting incidents or hazards, participating in safety audits and inspections, and following the WHSMS procedures and controls.
Provide training and support: If necessary, the employer should provide additional training and support to ensure that the worker is fully prepared to perform their job responsibilities safely and in compliance with the WHSMS.


	Communicating about WHSMS element

	When an employer communicates with a worker about their return to work and the workplace health and safety management system (WHSMS) elements, it is important to ensure that the worker understands their role and responsibilities in maintaining a safe and healthy workplace. Here are some steps that an employer can take to effectively communicate about the WHSMS elements during a worker's return to work:
Schedule a meeting: Schedule a meeting with the worker to discuss their return to work and any relevant WHSMS elements. This can be done in person, via phone or video call, or through email.
Provide a copy of the WHSMS documentation: Provide the worker with a copy of the WHSMS documentation, including policies, procedures, and training materials, that are relevant to their role. Ensure they have enough time to review the documentation and ask any questions they may have.
Review hazards and risks: Review any hazards or risks associated with the worker's role, and ensure they are aware of the procedures and controls that have been put in place to manage those hazards or risks.
Clarify responsibilities: Clarify the worker's responsibilities for maintaining a safe and healthy workplace, including reporting incidents or hazards, participating in safety audits and inspections, and following the WHSMS procedures and controls.
Provide training and support: If necessary, provide additional training and support to ensure that the worker is fully prepared to perform their job responsibilities safely and in compliance with the WHSMS.
Follow-up: Follow-up with the worker to ensure they are comfortable with their responsibilities and to answer any questions or concerns they may have.





	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref37237390]

	You are required, as a workgroup supervisor, to contribute to reviewing the elements of the WHSMS plan addressed in Activity 2:
· Injury management 
· Return-to-work 

Explain how you would:
a) [bookmark: _Ref37237392]Monitor each of these elements, to ensure they are effective and providing safe systems of work 
b) [bookmark: _Ref37237406]For each element, provide one (1) example of an implementation limitation that might be identified through the evaluation 
c) [bookmark: _Ref37240039][bookmark: _Ref37237408][bookmark: _Ref37238036]Propose two (2) adjustments to improve the WHSMS implementation plan to address each limitation, identifying the preferred option after considering time and resource constraints that may exist
d) [bookmark: _Ref37239984]Explain how you would document and distribute the details of the adjusted plan, considering required training and induction requirements




	Injury management

	Monitoring effectiveness

	A workplace supervisor’s involvement in injury management is critical to ensuring a safe and healthy workplace for employees. By implementing safety procedures, identifying hazards, responding to injuries and monitoring and reviewing procedures, supervisor’s can contribute to the effectiveness or injury management in the workplace.

	Example limitation 

	Lack of support from management. Without support from upper management, supervisors may struggle to implement and maintain injury management procedures in the workplace. This can make it difficult for them to effectively manage injuries and ensure a safe working environment for employees.

	Adjustments 

	In crease communication and collaboration – regular meetings, presentations and reports to keep management informed about the progress and benefits of the WHSMS.

Create incentives and recognition programs – programs can be designed to recognise and reward employees who adhere to safety procedures, report hazards and incidents and participate in safety training.

	Communicating adjustments

	Schedule regular meetings between the implementation team and upper management to discuss the progress.
Provide progress reports to upper management to keep them informed about the status of the WHSMS implementation plan.



	Return-to-work

	Monitoring effectiveness

	By communicating with the employee, making reasonable accommodations, facilitating access to resources, monitoring progress and collaborating with the return to work coordinator, a supervisor can help facilitate a safe and successful return to work for the employee.

	Example limitation

	An example of limitation a workplace supervisor might face when contributing to return to work monitoring is a lack of training or knowledge in injury management and return to work practices. This can limit their ability to effectively manage the return to work process and support the employee’s recovery.

	Adjustments

	Provide training – to supervisors and managers on injury management and return to work practices. The training can cover topics such as the importance of early intervention, the role of supervisors in the return to work process and how to develop effective return to work plans.
Develop resources – the WHSMS implementation team can develop resources such as guides, checklists and templates to support supervisors and managers in the return to work process.

	Communicating adjustments

	By developing a communication plan, providing regular updates and encouraging feedback, the communication and collaboration related to return to work can be improved. This can help ensure that all relevant parties are informed and working together to facilitate a safe and successful return to work for employees who have experienced an injury or illness.




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	26/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	4
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref37244537]ASSESSOR COMMENTS

	


Which of the following are elements that may be included in a WHSMS? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Duty holders and their responsibility
	

	
		Injury management 
	

	
		Policies and procedures
	

	
		Return-to-work procedures
	

	
		Risk assessment
	

	
		Training and induction
	




[bookmark: _Ref37244662]Which of the following tools may be referred to when undertaking WHSMS planning, implementation and review? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Audit checklists
	

	
		Cost analysis
	

	
		Return to work checklists
	

	
		Risk registers
	




[bookmark: _Ref37244576]True or False (Tick your response): It is best practice to communicate with others in the planning, implementation and review of a WHSMS.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35417543]Which of the following are types of evaluation processes for monitoring WHS performance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Worker health surveillance
	

	
		Writing policies and procedures
	

	
		Monitoring effectiveness of risk controls
	

	
		Auditing
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	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	26/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS415
Contribute to implementing WHS management systems

	Practical Task 1

	Description of task:
The participant is to complete the Handout 2 template to plan the implementation of a work health and safety management system (WHSMS). As part of implementing the developed plan, the participant is required to: 
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for the PCBU regarding the WHSMS implementation plan 
· Offer adjustments to the WHSMS implementation plan, in response to the PCBU’s (i.e. assessor’s) identified limitations for each WHSMS element

After the presentation, you are required to submit the following to the PCBU:
· The adjusted WHSMS implementation plan
· A WHSMS checklist to monitor and evaluate the WHSMS plan’s implementation

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
· Work Health and Safety (WHS) Management Plan (i.e. completed Handout 2)
· Presentation materials (e.g. PowerPoint) for PCBU
· WHSMS evaluation checklist

The assessor is to provide detailed comments on the tasks completed by the participant. Detail should be recorded in the Assessor’s Comments (e.g. Feedback on WHSMS plan, WHSMS limitations posed to participant and the participant’s suggested adjustments).

	Resources required: 
Computer, Handout 2.

	Assessment of task

	Name of participant:
	Amanda Griffith

	Name of assessor:
	

	Location:
	

	Date:
	27/03/2023
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Develop and implement WHSMS plan 

	1.1A.  [bookmark: _Ref37248230]Complete WHSMS plan, after referring to WHS laws and organisational policies and procedures.  
	
	1.1B.  [bookmark: _Ref37248211]Develop a presentation for the PCBU which:
· Identifies duties, rights and obligations, as per legal and organisational requirements
· Highlights key elements of the plan regarding return-to-work and injury management, plus another two (2) elements of their choice
	
	1.1C.  [bookmark: _Ref37248237]Deliver presentation (in person/via live stream video) and listen to PCBU to respond appropriately to any questions.
	
	1.1D.  [bookmark: _Ref37248265]Seek PCBU feedback about limitations to WHMS implementation plan. 
	
	1.1E.  [bookmark: _Ref37248298]Offer adjustments to WHMS implementation plan in response to identified limitations. 
	
	2 Reviewing WHSMS implementation plan

	1.2A.  [bookmark: _Ref37248302]Distribute adjusted WHSMS plan to PCBU.
	
	1.2B.  [bookmark: _Ref36811105]Outline plan for monitoring and evaluate WHSMS implementation (i.e. using checklist). 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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