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Ensure a safe workplace for a work area

 Assessment Task 1: Knowledge Test

Provide your response to each question in the box below.
	Q1:
	Describe the following terms usually mentioned in the codes of practice, WHS Acts and regulations in one to two short sentences: 
	Satisfactory response

	
	
	Yes 

	No 


	

	Hazard 
	Something that could potentially source of harm or adverse health effect on a person or persons. 

	Incident 
	An unexpected event that does not cause serious loss or damage. It is a minor, individual event.

	Risk 
	The likelihood that a worker could be harmed or experience an adverse health affect if they are exposed to a hazard.  This could result in death, injury or illness.

	Risk register 
	A document that lists all possible risks in the workplace.  It will contain the risk and how you intend to control it.

	Risk assessment 
	You need to look at the workplace and identify and review any potential hazards that can cause harm.

	Risk control 
	What actions you are going to take to eliminate or reduce the possibility of the hazard causing harm.

	Risk analysis 
	Once you have identified any hazards you then analyse them to identify how likely and severe the risk is.

	Risk management process 
	The five steps to be followed: Identify, analyse, prioritise, treat and monitor.








	Q2:
	Complete the following table for each state/territory WHS authorities:
	Satisfactory response

	
	
	Yes 

	No 


	 
State or territory 	WHS Act 	WHS Regulation 	WHS Codes of practice 
Australian Capital Territory (ACT)	Work Health and Safety Act 2011 (ACT)	Work Health and Safety Regulation 2011 (ACT)	ACT Codes of Practice
New South Wales (NSW)	Work Health and Safety Act 2011 (NSW)	Work Health and Safety Regulation 2017 (NSW)	NSW Codes of Practice
Northern Territory (NT)	Work Health and Safety (National Uniform Legislation) Act 2011 (NT)	Work Health and Safety (National Uniform Legislation) Regulations (NT)	NT Codes of Practice
Queensland (Qld)	Work Health and Safety Act 2011 (Qld)	Work Health and Safety Regulation 2011 (Qld	Work Health and Safety Regulation 2011 (QLD)
South Australia (SA)	Work Health and Safety Act 2012 (SA)	Work Health and Safety Regulation 2012 (SA)	SA Codes of Practice
Tasmania (Tas)	Work Health and Safety Act 2012 (Tas)	Work Health and Safety Regulation 2012 (Tas)	Tas Codes of Practice
Victoria (Vic)	Occupational Health and Safety Act 2004 (Vic)	Occupational Health and Regulation 2017 (Vic)	Vic Compliance Codes
Western Australia (WA)	Occupational Safety and Health Act 1984 (WA)	Occupational Safety and Health Regulations 1996 (WA)	WA Codes of Practice






	Q3:
	Describe why each of the following are important to your role in the business setting in 50-100 words:  
3.a. Acts (20-30 words)
3.b. Regulations (30-50 words)
3.c. Regulating agencies (20-30 words)
	Satisfactory response

	
	
	Yes 

	No 


	
Act – a broad outline of employers legal responsibilities and duties.  It is important to know this and implement to create a safe workplace for your employees.  It is important to be safe for yourself and for others that you work with.  

Regulations – are a set of guidelines for particular hazards and dangers, such as nose, equipment and manual handling.  They also determine the licences you need for specific activities, documents you need to maintain and reports you need to make. It is important to know these guidelines and implement with policies and procedures. It also ensures the staff have the required training with the licenses that they are required to have.
Regulating Agencies – enforce WHS laws. They are responsible for inspecting workplaces, providing advice and assistance and issuing notices and penalties where required.  You need to make sure the workplace is complying with all requirements to make the workplace safe.  The regulators job is to do that so  that the workers are safe. 





	Q4:
	Answer the following questions: 
4.a. Who is responsible for providing the primary duty of care to ensure the health and safety of workers while they are at work in the business or undertaking. (20-30 words) 
4.b. What other responsibility does this person has other than the primary duty of care? (20-30 words)
	Satisfactory response

	
	
	Yes 

	No 


	The primary duty of care is given to a “Person Conducting a Business or Undertaking (PCBU)”.  This can be an organisation or an individual.  Organisations might be a company, affiliation, association or a partnership.  An individual could be a sole trader or self employed person.

The PCBU is also responsible for: (I have doubled this up in Q6, I’m not sure where it should go)
Having reliable processes and procedures in place for the workers to follow
Training and supervision to ensure the workers can work safely and correctly
Consult and cooperate with employees about safety
Provide appropriate protective clothing and equipment such as glasses, gloves, hard hats, hi vis shirts


	Q5:
	Explain the duties of a person conducting a business or undertaking (PCBUs) in the business service sector? (50-100 words)
	Satisfactory response

	
	
	Yes 

	No 


	Provide and maintain a safe work environment – ensure that the workplace, means of entering or exiting the workplace, and within the workplace, are without risks to the health and safety of any person.
Provide and maintain safe plant and structures
Provide and maintain safe systems of work
Ensure the safe use, handling and storage of plant, structures and substances,
Provide adequate facilities
Provide instruction, training, information and supervision
Monitor the health of workers and conditions at the workplace










	
Q6:
	Explain the rights and responsibilities and duty of care obligations of each of the following in 100-150 words: 
6.a. Employer 
6.b. Worker 
	Satisfactory response

	
	
	Yes 

	No 


	Employer:
Having reliable processes and procedures in place for the workers to follow
Training and supervision to ensure the workers can work safely and correctly
Consult and cooperate with employees about safety
Provide appropriate protective clothing and equipment such as glasses, gloves, hard hats, hi vis shirts

Employee:
Have an elected representative to talk to managers about the safety of individuals and workplace
Be protected from occupational hazards
Receive information, training and supervision to assist them in work safely
Have proper protective clothing and equipment
Talk to managers about WHS problems
Stop work if you feel it is not safe




	Q7:
	What basic information should you keep to comply with the WHS legislative requirements for record-keeping and reporting? (30-60 words)
	Satisfactory response

	
	
	Yes 

	No 


	The business should have WHS recored-keeping policies and procedures to provide important information to workers regarding the documentation and reporting requirements of their role.  It should include:
· Policies
· Documented Accountabilities, roles and responsibilities
· Registers and records
· SMWS and procedures


	Q8:
	Explain the term due diligence in your own words and what reasonable steps an officer must take to ensure the business complies with its work health and safety obligations and the officer is exercising and demonstrating due diligence and general duty requirements? (100-150 words) 

	Satisfactory response

	
	
	Yes 

	No 


	Due diligence is taking all reasonable steps to protect workers from harm.

The officer must make sure that there are policies and procedures in place.  Staff must know where to find this information, and need to be shown before they commence work. They may need to have training done for certain machinery, or qualifications to be doing particular tasks. The officer should consult with the workers to determine ……
The officer themselves must know all of the regulations and acts to know what procedures need to be in place.
Must do regular safety audits, workplace inspections, accident investigations, consultations and analyse injury and sickness records.
Record keeping




	Q9:
	What particular regulatory requirements, policy, procedures or systems are relevant in the Business Service sector for infection control and managing hazards common to the work environment? List any five (5).
	Satisfactory response

	
	
	Yes 

	No 


	Infection control in the workplaces aims to prevent pathogens being passed from one person to another.  The business needs to have in place policies and procedures for infection control and managing hazards for their staff to follow to minimise the risk of infection.  Some examples would be:
Hand hygiene – washing of hands and sanitisers to stop spread of germs and infections to yourself, or other people.  An example could be working with children in a childcare centre or school.
Keeping the workplace clean

Providing PPE to workers eg. Gloves, masks, face shields, eye goggles

Disposal of infectious waste procedures









	Q10:
	What are the legislative requirements and “duty to consult requirements” on the following: 
10.a. Consulting with workers (100-150 words)  
10.b. Consulting with other duty holders at the same workplace (100-150 words)  

	Satisfactory response

	
	
	Yes 

	No 


	Consultation is a collaborative process between a PCBU and workers. It involves sharing information about health and safety.
PCBUs must give workers a reasonable opportunity to express their views or raise issues.  They must consult with workers to:
· Provide them with relevant safety information
· Raise WHS matters
· Get their input on: identifying hazards and assessing risks, making decisions about ways to eliminate risks, decisions regarding adequacy of facilities, proposed changes that may affect health and safety, decisions on health and safety procedures. 
A health and safety representative is appointed to represent workers, and the consultation must involve them.













	Q11:
	Explain when a PCBU must consult with workers according to WHS regulations and guidelines? (50-100 words)  
	Satisfactory response

	
	
	Yes 

	No 


	
Part 5 of the WHS Act 2011 requires PCBU to consult with workers about WHS matters in workplace health or safety. 

PCBU must consult with employees at all stages of the risk management process

Identifying hazards and assess work related risks
Deciding on ways of reducing or mitigating these risks
Deciding on the adequacy of facilities for workers’ welfare
Proposed changes that may impact workers’ health and safety
Deciding on policies for resolving health and safety issues
Determining the membership of any health and safety committee
Performing any other activities specified in the WHS Regulations









	Q12:
	Answer the following questions: 
12.a. What is the definition of “hazardous manual tasks” according to the Work Health and Safety Regulations 2011 (WHS Regulations)
12.b. Provide 3 (three) examples of hazardous manual tasks in a community service sector?  
	Satisfactory response

	
	
	Yes 

	No 


	
A hazardous manual task is a task that requires a person to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing involving one or more of the following:
· Repetitive or sustained force
· High or sudden force
· Repetitive movement
· Sustained or awkward posture
· Exposure to vibration
Examples
1. poor workplace design
2. transporting/lifting patients
3. repetitive movements










	Q13:
	Discuss the link between infection prevention and control and compliance with WHS legislation in your own 50-100 words.





	Satisfactory response

	
	
	Yes 

	No 


	    Infection is caused by pathogens ('bugs') such as bacteria, viruses, protozoa or fungi getting into or onto the body. It can take some time before the microbes multiply enough to trigger symptoms of illness, which means an infected person may unwittingly be spreading the disease during this incubation period. 

   Infection control in the workplace aims to prevent pathogens from coming into contact with a person in the first place. Employers and employees are obliged under the Occupational Health and Safety Act (2004) or WHS act to provide a safe workplace for their employees, including the provision of adequate infection control procedures and the right equipment and training.

    As the workers may already be carrying infections without know it, the business must have policies and procedures in place to prevent or minimise the risk of spreading infection to other workers. This could be things such as hand hygiene, PPE, cleaning, physical distancing.


	   Q14
	What are the five (5) common types of safety hazards in the business service sector and how can you minimise them? (50-100 words)
	Satisfactory response

	
	
	Yes 

	No 


	Tripping on equipment, cords, or spills such as water on the floor.
Electrical hazards like frayed cords, missing ground pins, improper wiring.
Anything that can cause falling from working at heights including ladders, scaffold, roofs or any raised work area.
Not having appropriate PPE like hard hats, eye goggles, gloves, safety boots, high vis shirts
Unguarded machinery and moving machinery parts that a worker can accidentally touch.

These hazards can be minimised by having work health and safety policies and procedures in place and communicating them to the staff.
Assessing risks
Dealing with any hazards promptly
Inviting feedback from workers on safety improvements.
Having staff trained in areas that are required.






















	Q15:
	Explain the importance of each of the following factors in a compliant WHS policy framework in your own 30-50 words (for each):
	Satisfactory response

	
	
	Yes 

	No 


	
	Factors 
	Explanation 


	Hazard, incident and injury reporting
	Hazard – reporting this will hopefully lead to the hazard being investigated and prevent an incident from happening.
Incident and injury – it is the responsibility of everyone to report incidents that have occurred. this need to be recorded so that they can be reviewed to see if policies and procedures require amending to prevent future incidents. The details may also be required in the case of a workers compensation claim.


	Hazard identification, risk assessment and control
	This process is important to reduce or eliminate the risk of harm being caused to a worker. The identification can be done by any worker in the business, and it then needs to be reported to the appropriate person so that the risk assessment and control can be done.  This may involve consultation with the workers who identified the hazard. 


	Human resources policies and procedures
	These are policies and procedures created for workers and any other people to visit the site to ensure their safe workplace. They must clearly explain all safety measures that need to be taken.


	Consultation and participation
	Consultation is a two way mechanism. Consulting with the workers is important as everyone has different input due to their experience and knowledge.  It is important for the workers to participate as the more people who have input the better the outcome will be. They can contribute improvement ideas, and seek information from others involved. The workers will also feel that their input is valued and considered, and that the business is serious about their workers safety.


	Incident investigation and record-keeping
	All incidents need to be investigated to see what exactly happened and why, and how it can be avoided in the future. Incident reports need to be filled out within a short period of time. An incident register should be kept.


	Quality system documentation
	Documents such as policies, accountabilities, document control and review, registers and records, swms. All of this is part of managing risk and hazards.  It ensures that workers are safe in the work place and all records are kept by the business.



	Designated person/s for raising issues
	It is important that there is a designated person for raising issues to the PCBU, and that workers know who that person is so they can go to them when they have an issue or identify a risk.



	Workplace support services
	There are services provided for workers, and PCBU, to go to for support.  It may be a direct supervisor, organisations like Mates in Construction, psychological services. It is important that workers know what these services are and where to locate the information in the workplace if they need it


	Use of personal protective equipment (PPE)
	The correct PPE must be provided to workers to carry out their job safety.  It is the responsibility of the employer to provide it, and the responsibility of the worker to use it to ensure their safety, and the safety of others around them.









	Emergency procedures
	Everyone should know what the procedures are in case of an emergency.  They should be communicated to all staff, and displayed in the work area








	Q16:
	Describe each of the following principles of hazard and risk management and how these can be applied in the workplace in your own 50-100 words: 
16.a. risk analysis – this involves identifying potential risks that could cause harm to a worker.  This process will help a business to avoid or mitigate risks.
16.b. hazard identification procedures – methods of hazard identification that can be done in the workplace include safety audits, workplace inspections, accident investigations, consultation, analysis of injury and sickness records. 
16.c. hierarchy of control and its application – elimination substitution, engineering controls, administrative controls, PPE. The measures at the top are more effective than the measures at the bottom.  Hierarchy of control is a system for controlling risk in the workplace. It is a step-by-step approach to eliminate or reduce risks and it ranks risk controls from the highest level of protection and reliability through to the least level of protection. For example, it is preferable to eliminate the risk, and PPE is the least effective method and should be the last resort. 
16.d. principles of risk assessment – avoid risks wherever possible, identify risks as early as possible, carry out assessment of risks that cannot be eliminated, take action to reduce risks to the lowest possible level.
16.e. examples of health and safety benchmarks – provide standardised information that allows organisations to compare their OHS performance with other organisations in the industry.  Some examples are incidents, Training, policies and procedures, 
16.f. principles of safe design processes – this begins in the conceptual and planning phase of a project.
	Satisfactory response

	
	
	Yes 

	No 


	




	Q17:
	What are the six (6) benefits of effective record keeping and WHS documentation procedures?
	Satisfactory response

	
	
	Yes 

	No 


	Provide evidence of effective monitoring of health and safety;
Ensure management is aware of the performance of organisations
Ensure continuous improvement
Demonstrate dedication to the continuous improvement of results in health and safety
Enable efficient performance; and
Ensure the health and safety performance of individual managers.



	
Q18:
	What are the four (4) common types of WHS documentation?
	Satisfactory response

	
	
	Yes 

	No 


	
Policies
Documented accountabilities, roles and responsibilities
Document control and review
Registers and records
Safe work method statements and procedures
5?














	Q19:
	How would you raise a health and safety issue with designated persons in the workplace? List three (3) ways.
	Satisfactory response

	
	
	Yes 

	No 


	

Informal verbal reports to an immediate supervisor – this can be done by talking to them face to face, or by telephone.

Unofficial written report eg by email

The business may have a procedure for a formal document to be completed, and how it is to be delivered, and to who.



	Q20:
	Write the name of correct safe design principle for the following explanations (Reference: Guidance of the principles of safe design for work (May 2006), Australian Safety and Compensation Council, Canberra): 

All products, processes and tasks must be systematically assessed for risk. This involves identifying hazards, assessing risk and putting in place risk controls to eliminate or control that risk. – systematic risk management

There must be effective communication and documentation of all design and risk control information between all persons involved. This applies through the whole lifecycle of the product/process. – information transfer

The people who have the decision-making power to design processes, facilities and so on must be able to promote their safe with the people at the coal face.  Where there are several people involved in the design process, there must be collaboration between them. – persons with control

Every product has a lifecycle – for example children’s play equipment starts as a concept, then it is designed, manufactured, supplied and installed, used, maintained, decommissioned and disposed of.  Hazards must be identified and controlled as early in the lifecycle as possible.  For example, it is better to fix up a weak point in the equipment frame during the design phase than to strengthen it after it has been made. – Product lifecycle

The people who are in control of designing a process or product must have the knowledge and capability to do this safely.  If the knowledge or capability are not held they must be acquired. – safe design knowledge and capability 
	Satisfactory response

	
	
	Yes 

	No 


	





	Q21:
	Write down five (5) ways a consultation about WHS issues may take place in an organisation?
	Satisfactory response

	
	
	Yes 

	No 


	Management meetings – health and safety needs to be discussed and taken into consideration.

WHS committees – employees and management members meet regularly to discuss and advise WHS action.

Team/Unit meetings – informal meetings held within the unit/team. The meetings can be used to address issues and provide safety information.

Employee feedback: use employee surveys and suggestion boxes to provide management with information and suggestions.

Information provision – provide feedback and information to employees through newsletters, emails, noticeboards








	Q22:
	Write down three (3) potential barriers in effective evaluation and management of WHS processes for improvement?
	Satisfactory response

	
	
	Yes 

	No 


	1. Lack of understanding – employers or workers have a lack of understanding about consultation or have unrealistic expectations regarding the outcomes of the consultation.  They may think that all of their suggestions will be implemented. Employers may think that only older or more experienced workers are worth consulting with or listening to.  They may not consider the suggestions of younger or less experienced workers.
2. Inequality – younger workers are not included in the consultation process, or their opinions are ignored as they are not considered important
3. WHS Representatives and Supervisors lack consultation skills – this will limit the potential value of the consultation.  They may not be trained in communication, or just not have the skills.  They may not value the opinions of others.  They talk too much and don’t listen to other people’s contributions.  They may think they know better than everyone else.
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