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Student Pack 

What is the purpose of this document?
The Student Pack is the document you, the student, needs to complete to demonstrate competency. This document includes the context and conditions of your assessment, the tasks to be completed by you and an outline of the evidence to be gathered.

The information includes the following: 

· Information related to the unit of competency 
· Guidelines and instructions to complete each task and activity
· A student evaluation form 

Student Evaluation Form 

[bookmark: _Hlk10032301]These documents are designed after conducting thorough industry consultation. Students are encouraged to evaluate this document and provide constructive feedback to their training organisation if they feel that this document can be improved. 

Link to other unit documents
[bookmark: _Hlk10032357]
· The Student Pack is a document for students to complete to demonstrate their competency. This document includes context and conditions of assessment, tasks to be administered to the student, and an outline of the evidence to be gathered from the student. 
· [bookmark: _Hlk9150008]The Unit Mapping is a document that contains information and comprehensive mapping with the training package requirements. 
· The Unit Requirements is a document that contains information related to the unit of competency for the Training Organisation staff and students. 




1. Student and trainer details
	Student details  

	Full name:
	Jarrad James Nissen

	Student ID: 
	

	Contact number:
	0439 762 646

	Email address:
	jarradnissen@outlook.com

	Trainer details  

	Full name: 
	


2. Qualification and unit of competency
	Qualification/Course/Program Details 

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBWHS521

	Name: 
	Ensure a safe workplace for a work area

	Releases: 
	1.0 

	Release date:
	30/Aug/2019


3. Assessment Submission Method 
	☐      By hand to trainer/assessor  ☐      By email to trainer/assessor
☒      Online submission via Learning Management System (LMS)    
☐      Any other method _________________________________________________
                                                              (Please describe here)


4. Student declaration  
	· I have read and understood the information in the Unit Requirements prior to commencing this Student Pack
· I certify that the work submitted for this assessment pack is my own. I have clearly referenced any sources used in my submission. I understand that a false declaration is a form of malpractice; 
· I have kept a copy of this Student Pack and all relevant notes, attachments, and reference material that I used in the production of this Student Pack;
· For the purposes of assessment, I give the trainer/assessor permission to: 

· Reproduce this assessment and provide a copy to another member of staff; and 
· Take steps to authenticate the assessment, including communicating a copy of this assessment to a plagiarism checking service (which may retain a copy of the assessment on its database for future plagiarism checking).

Student signature:   ___[image: ]_____________________________
              

Date:  _29___/__06___/__2022____________


5. Assessment Plan
 
	The student must be assessed as satisfactory in each of the following assessment methods in order to demonstrate competence in a variety of ways.  

	Evidence number/ Task number
	Assessment method/ Type of evidence/ Task name  
	Sufficient evidence recorded/Outcome 

	Assessment task 1
	Knowledge Test (KT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 2 
	Project (PT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 3
	Role play 
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 4 
	Role play
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐  
    
	Date assessed: 

	Trainer signature: 




6. Completion of the Assessment Plan

	Your trainer is required to fill out the Assessment Plan Outcome records above, when: 
· You have completed and submitted all the requirements for the assessment tasks for this cluster or unit of competency.
· Your work has been reviewed and assessed by your trainer/assessor.
· You have been assessed as either satisfactory or unsatisfactory for each assessment task within the unit of competency.
· You have been provided with relevant and detailed feedback.
Every assessment has a “Feedback to Student” section used to record the following information. Your trainer/assessor must also ensure that all sections are filled in appropriately, such as:
· Result of Assessment (satisfactory or unsatisfactory)
· Student name, signature and date
· Assessor name, signature and date 
· Relevant and detailed feedback





Pre-Assessment Checklist: Task 1 - Knowledge Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☒ Make sure you have completed the necessary prior learning before attempting this assessment. 
☒ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☒ Make sure you understand what evidence is required to be collected and how. 
☒ Make sure you know your rights and the Complaints and Appeal process. 
☒ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix - Appendix A and negotiate these with your trainer/assessor). 
☒ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☒ Make sure that you have all the required resources needed to complete this assessment task. 
☒ The due date of this assessment task is in accordance with your timetable. 
☒ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☒ I do not require reasonable adjustment

	Declaration (Student to complete)
☒ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☒ I confirm that I am ready for assessment.

Student Name: ____Jarrad Nissen__________________________________                      

Student Signature: ____[image: ]_______________________________ 



Assessment method-based instructions and guidelines: Knowledge Test 
	Assessment type 


	
· Written Questions


	Instructions provided to the student:


	Assessment task description:      


	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of twenty-two (22) written questions.
· You must respond to all questions and submit them to your Trainer/Assessor.
· You must answer all questions to the required level, e.g. provide an answer within the required word limit, to be deemed satisfactory in this task


	Applicable conditions:         


	· All knowledge tests are untimed and are conducted as open book assessment (this means you can refer to your textbook during the test).
· You must read and respond to all questions.
· You may handwrite/use a computer to answer the questions.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your written skills and knowledge to your trainer/assessor. 


	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Training Organisation’s Student Handbook. 


	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/assessor will provide you with further information regarding the location for completing this assessment task. 


	Instructions for answering the written questions:


	· Complete a written assessment consisting of a series of questions.
· You will be required to answer all the questions correctly.
· Do not start answering questions without understanding what is required. Read the questions carefully and critically analyse them for a few seconds; this will help you to identify what information is needed in the answer.
· Your answers must demonstrate an understanding and application of the relevant concepts and critical thinking.
· Be concise, to the point and write answers within the word-limit given to each question. Do not provide irrelevant information. Remember, quantity is not quality.
· You must write your responses in your own words.
· Use non-discriminatory language. The language used should not devalue, demean, or exclude individuals or groups based on attributes such as gender, disability, culture, race, religion, sexual preference or age. Gender-inclusive language should be used.
· When you quote, paraphrase, summarise or copy information from other sources to write your answers or research your work, always acknowledge the source.


	  Purpose of the assessment


	This assessment task is designed to evaluate your following skills and abilities: 
· Knowledge to identify and detail relevant WHS Acts, regulations and codes of practice. 
· Knowledge to specify relevant WHS organisational policies, procedures, programs and practices. 
· Knowledge to specify relevant WHS organisational policies, procedures, programs and practices.
· Knowledge to describe the hierarchy of risk control and how it is applied in the workplace. 
· Knowledge to specify in-house and WHS legislative reporting requirements.



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory, consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· To be assessed as Satisfactory in this assessment task, all questions must be answered correctly.




 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 
	Hazard means a situation or thing that has the potential to harm a person. Hazards at work may include: noisy machinery, a moving forklift, chemicals, electricity, working at heights, a repetitive job, bullying and violence at the workplace.
	

	Incident 
	A WHS incident is any accident (including near miss) incident or event that is caused in the course of Defence work, which involves: Work illnesses. Uncontrolled fire and explosions. Disabling injuries. Serious equipment plant or property damage
	

	Risk 
	Risk. The possibility that harm (death, injury or illness) might occur when exposed to a hazard. Risk control. Taking action to eliminate health and safety risks so far as is reasonably practicable, and if that is not possible, minimising the risks so far as is reasonably practicable.

	

	Risk register 
	A risk register is a document that records all of your organisation's identified risks, the likelihood and consequences of a risk occurring, the actions you are taking to reduce those risks and who is responsible for managing them
	

	Risk assessment 
	A risk assessment is a comprehensive review of your workplace to identify anything that may cause harm. Hazards can include tasks, applications, tools and environmental conditions. In other words, hazards are anything that has the potential to cause harm. The risk is then the likelihood of that harm occurring
	

	Risk control 
	Risk control, a crucial part of the risk management process, is a business strategy that allows organizations to evaluate potential losses and take action to reduce or eliminate those risks
	

	Risk analysis 
	A risk assessment is a comprehensive review of your workplace to identify anything that may cause harm. Hazards can include tasks, applications, tools and environmental conditions. In other words, hazards are anything that has the potential to cause harm. The risk is then the likelihood of that harm occurring
	

	Risk management process 
	In business, risk management is defined as the process of identifying, monitoring and managing potential risks in order to minimize the negative impact they may have on an organization.
	




	
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 Regulation 2011 (National Uniform Legislation)  (NT)	NT Codes of Practice
Queensland (Qld)	Work Health and Safety Act 2011 (QLD)	Work health and Safety Regulation 2011 (QLD)	Qld Codes of Practice
South Australia (SA)	Work Health and Safety Act 2012 (SA)	Work health and Safety Regulation 2012 (ACT)	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 safety Regulations 2017 VIC 	VIC Compliance Codes
Western Australia (WA)	Occupational Safety and Health Regulations 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 


	3a – The acts provide an overview of how to safe and healthy workplaces. As an employer and business owner, they outline your legal responsibilities and duties. Acts are important as they cover the broad scope and provide a basis for the companies responsibilities. 

3b - Regulations set guidelines for particular hazards and dangers, such as noise, equipment and manual handling. They also determine the licenses you need for specific activities, the documents you need to maintain and the reports you need to make. This is important as it is specific and confirms exactly what the company is required to do for specific tasks. 

3c - Regulating agencies (also known as regulators) enforce health and safety laws. They are responsible for checking workplaces, providing advice and assistance and, where appropriate, issuing notices and penalties. These are important as they ensure the company is compliant and are also there to assist/guide companies through any grey areas. 



















	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 


	
4a. The person Conducting a Business or Undertaking (PCBU)”. A PCBU might be a business, company, affiliation, association, sole merchant, or a voluntary association that utilises individuals.

4b. The employer has to provide a safe workplace. Employers are responsible for:
Reliable processes and procedures are in place to ensure that work can be carried out safely
Training and supervision to ensure that workers can work safely and correctly using tools, aids, and chemicals
Consulting and cooperating with employees about safety 
Providing appropriate protective clothing or equipment, such as glasses and gloves.











	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 


	Reliable processes and procedures are in place to ensure that work can be carried out safely
Training and supervision to ensure that workers can work safely and correctly using tools, aids, and chemicals
Consulting and cooperating with employees about safety 
Providing appropriate protective clothing or equipment, such as glasses and gloves.
Making the WHS manual accessible to all employees
Supply of first aid kits and first aid officers where applicable
Maintaining a history of all incidents
Reporting to the appropriate authorities any serious accidents
Providing compensation insurance for employees.











	
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 


	6a The employer must provide a safe workplace for its employees, as mentioned in the earlier questions the employer has a number of responsibilities such as process and procedures, training, safety equipment etc. it is their duty of care to reduce the risk in the work place and create a safe work environment. 

6b 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.
Workers are also required to take responsibility for their health and safety. Everyone should take reasonable care that their acts do not antagonistically influence the health and safety of others. They should follow any logical direction given by the individual leading a business or undertaking that enables it to agree to the model WHS Act or model WHS Regulations

	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 


	· Policies
· Documented    accountabilities, roles and    responsibilities
· Document control and    review
· Registers and records
· Safe work method
· Statements and procedures
· Record of WHS decisions made and reasons for those decisions.











	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 undertaking business and taking steps to avoid committing offences regarding WHS, and also taking reasonable care and caution with proper actions that the situation calls for regarding reducing risk and avoiding harm.
You must continually and comprehensively make sure that your business keeps workers, volunteers and visitors safe while they are at work. This is called ‘due diligence’. It is your legal duty to exercise due diligence to ensure the business complies with its WHS obligations.
There is an obligation on officers of corporations and other entities to exercises due diligence to ensure that the business or undertaking for which they are responsible complies with it work health and safety obligations.


	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 procedures. 
· Risk assessment 
· Safe operating procedures. 
· Safe work method statement and policies for dealing with certain types of products, fluids etc. 
· Emergency management plan
· WHS policy
· Hazard identification procedure. 

	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 the PCBU and workers. It involves sharing information about health and safety.
PCBUs must give workers who are, or are likely to be, directly affected by a matter relating to health and safety, a reasonable opportunity to express their views or raise issues.
Business operators need to 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.
The Work Health and Safety Act 2011 requires duty holders to consult, cooperate and coordinate activities with others who have a duty in relation to the same matter; and to consult with workers who carry out work for the business or undertaking
A health and safety committee may be in place at the workplace and may be an effective way of consulting with workers, or between duty holders.






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

	
	
	Yes 

	No 


	PCBUs must give workers who are, or are likely to be, directly affected by a matter relating to health and safety, a reasonable opportunity to express their views or raise issues. get their input on: identifying hazards and assessing risks. making decisions about ways to eliminate risks.
For example the site requirements change and the scope is altered slightly, therefore a different SWMS and JSA is required and consultation is required with the team to ensure a safe out come. I.e. changing from working on a scaffold to a boom lift. 













	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. A hazardous manual task is a task requiring 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. These hazards directly stress the body and can lead to an injury

b. 
1. pushing or pulling a trolley around hospital wards.
2. Lifting and stacking goods onto a pallet.
3. Supporting a plaster sheet whilst fixing to a ceiling.

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

	
	
	Yes 

	No 


	Effective infection prevention and control practices support reduced risk of infection transmission between patients, healthcare workers and others in the healthcare environment. They are an essential component of safe, quality health care.












	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 


	1. Physical: occur when the working area poses a danger to those standing in it. Eg. noise, temperature etc.
Can be minimised with PPE, regular breaks, access to hydration and electrolyte containing drinks etc.
2. Chemical: exposure to hazardous chemicals, solvents, glues, etc. 
Can be minimised with PPE, substitute to different safer chemical, training on correct handling of chemicals.
3. Ergonomic: Doing the same set of actions too often, especially without proper form or support, can lead to overuse injuries. Even long periods of incorrectly standing or sitting can lead to pain. 
This can be minimised by providing workers with supportive equipment such as bac braces and training them in proper movements can help reduce the incidences of musculoskeletal disorders.
4. Biological: Biological hazards come from living organisms, whether those are as tiny viruses or as large animals. Most common in the workforce is contagious flus.
This can be minimised by ensuring workers do not come to the workplace whilst ill. Use PPE such as respirators and gloves when working with potential biological hazards.
5. Safety: Safety hazards appear while an employee works. Examples of safety hazards include shocks from faulty electrical equipment, slips on floor, falls from heights, head injuries etc.
This can be minimised by adhering to WHS guidelines and procedures. Use correct PPE, ensure employees are trained and competent to perform the tasks, prevent falls, enforce safety and maintain electrical equipment.





















	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
	Important so that they can be investigated. The Causes determined and the risk eliminated. This helps prevent additional injuries and increases workplace safety. Important to report incidents as they occur.



	Hazard identification, risk assessment and control
	Important as they form an integral part of an occupational health and safety management plan. They help to create awareness of hazards and risk. Identify who may be at risk etc.

	Human resources policies and procedures
	Important as they provide structure, control, consistency, fairness and reasonable in SME’s. They also ensure compliance with employment legislation and inform employees of their responsibilities and the company’s expectations.

	Consultation and participation
	Important in ensuring engagement in the workplace to reach an agreeable outcome on an issue or topic that is satisfactory to all parties and persons to ensure movement towards a safer and healthier work environment.


	Incident investigation and record-keeping
	Completing investigation of an incident helps to prevent future incidents. Keeping records helps maintain an effective workplace health and safety management system Records can help hazards and control risks before there is an incident which could cause injury or illness.


	Quality system documentation
	Important as it helps to coordinate and direct an organization's activities to meet customer and regulatory requirements and continually improve its effectiveness and efficiency.


	Designated person/s for raising issues
	It is important to raise issues with the designated person and have a hierarchy for reporting so it is clear and easy for all personnel to know whom they are to report to when there is an issue. 



	Workplace support services
	Important as they help to enhance safety culture and productivity, communication, team functioning and leadership skills, and reduces inefficiencies and ineffectiveness associated with unresolved stress, conflict and other issues affecting employee wellbeing and performance in the workplace. 


	Use of personal protective equipment (PPE)
	
Important because it prepares you for health and safety risks and provides the user with extra protection in the event of an accident or against the elements.



	Emergency procedures
	Having an emergency procedure provides clear instructions on what workers and others in the workplace should do in an emergency. They are very important as they ensure everyone in the workplace knows what to do in the event of an emergency and assist to reduce / mitigate panic.









	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
16.b. hazard identification procedures
16.c. hierarchy of control and its application
16.d. principles of risk assessment
16.e. examples of health and safety benchmarks
16.f. principles of safe design processes
	Satisfactory response

	
	
	Yes 

	No 


	a. Risk Analysis
Risk analysis is the process of assessing the likelihood of an adverse event occurring.
We undertake a risk analysis at the commencement of each project which identifies all risks within the project relating to safety, quality, environment and costs.

b. Hazard Identification Procedures
Hazard identification is part of the process used to evaluate if any particular situation, item, thing, etc. may have the potential to cause harm.
This can is applied via regular worksite inspections. Walk through the worksite and visually assess the types of equipment, work practices, and any potential hazards that could be harmful to workers.

c. Hierarchy of control and its application
The hierarchy of control is a system for controlling risks in the workplace. 
The hierarchy of control is a step-by-step approach to eliminating or reducing risks and it ranks risk controls from the highest level of protection and reliability through to the lowest and least reliable protection.

d. Principles of risk assessment 
· Ensure risks are identified early.
· Factor in organisational goals and objectives.
· Manage risk within context.
· Involve stakeholders.
· Ensure responsibilities and roles are clear.
· Create a cycle of risk review.
· Strive for continuous improvement.

e. Health and safety benchmarks 
Safety benchmarking gives practical information by encouraging analysis of your own enterprise and by close examination of other enterprises, looking at their methods, processes, procedures and performance. Examples are safety statistics for first aid injury or LTI’s etc

f. Principles of safe design processes 
· Principle 1: Persons with control. ...
· Principle 2: Product life cycle. ...
· Principle 3: Systematic risk management. ...
· Principle 4: Safe design knowledge and capability. ...
· Principle 5: Information transfer.

These principles are utilised in the workplace when undertaking a D&C project, where we are involved from conception, run the design process and then deliver the project. We then have the opportunity to reduce or eliminate the risk through design to ensure a safe project.
























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

	
	
	Yes 

	No 


	Provide evidence of your proactive health and safety management;
Ensure that management is aware of organisational performance;
Assist with continuous improvement;
Demonstrate a commitment to continuous improvement in health and safety performance;
Enable a more effective performance;
Ensure review of individual managers’ health and safety performance









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

	
	
	Yes 

	No 


	WHS Policy
Safe Work Method Statements
Safe Work Procedure
Standard Operating Procedures















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

	
	
	Yes 

	No 


	
Reporting the issue verbally to your supervisor or manager.
Reporting the issue through the workplace's hazard reporting procedures.
Raising the issue with the health and safety representative or with management through your union representative.



















	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.
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.
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.
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.
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.

	Satisfactory response

	
	
	Yes 

	No 


	Principle 1: Persons with Control – persons who
make decisions affecting the design of products,
facilities or processes are able to promote health
and safety at the source.

Principle 2: Product Lifecycle – safe design
applies to every stage in the lifecycle from
conception through to disposal. It involves
eliminating hazards or minimising risks as early
in the lifecycle as possible.

Principle 3: Systematic Risk Management
– the application of hazard identification, risk
assessment and risk control processes to achieve
safe design.

Principle 4: Safe Design Knowledge and Capability
– should be either demonstrated or acquired by
persons with control over design.

Principle 5: Information Transfer – effective
communication and documentation of design
and risk control information between all persons
involved in the phases of the lifecycle is essential
for the safe design approach.



a. Principle 3
b. Principle 5
c. Principle 4
d. Principle 2
e. Principle 1













	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 at these meetings.

WHS Committees: 
Where employee and management members meet regularly to discuss and advise WHS action.

WHS representatives:
Who carries out the role of WHS committees in a smaller workplace.

Team/Unit meetings: 
Often, informal meetings held within the Unit/Team where necessary. These meetings can be used to address the issues and provide safety information. 

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















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

	
	
	Yes 

	No 


	Lack of Understanding
Barrier: Employers, managers and/or young workers (YW) or other staff (OS) lack understanding or have unrealistic expectations regarding processes and results of consultation with WHS. For example, Employers might think that only older, more experienced staff are worth consulting on WHS. Besides, YWs may believe that because they have been rewarded for giving a suggestion, their employer will adopt their proposal, irrespective of whether it is appropriate.

Inadequate WHS information
Barrier: Employees are unable to make informed decisions or recommendations because WHS documents are not collected and/or adequately communicated. For example, No information on changes in the workforce that affect WHS, such as new equipment, is given in advance.

Poor Consultation Processes
Barriers: These include a disorganised management structure, inadequate WHS processes, lack of training in WHS consultation or lack of awareness of WHS rights and responsibilities.





















Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ _______(year)

Feedback: 











	Second attempt: 



Outcome (please make sure to tick the correct checkbox):  
Satisfactory (S) ☐ or Not Satisfactory (NS) ☐
Date: _______(day)/ _______(month)/ _______(year)
Feedback: 








	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and/or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.

	Student Signature
	
[image: ]

	Date 
	
29/06/2022

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of this assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________










Pre-Assessment Checklist: Task 2 - Project 
The purpose of this checklist
The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.
Section 1: Information for Students 
☒ Make sure you have completed the necessary prior learning before attempting this assessment. 	☒ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 	☒ Make sure you understand what evidence is required to be collected and how. 	☒ Make sure you know your rights and the Complaints and Appeal process. 	☒ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 	☒ Make sure that you have access to a computer and the internet (if you prefer to type the answers).	☒ Make sure that you have all the required resources needed to complete this assessment task. 	☒ The due date of this assessment task is in accordance with your timetable. 	☒ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 	☒ The request for an extension to submit your assessment work must be made before the due date.
Section 2: Reasonable adjustments  
I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.	☐ I do require reasonable adjustment	☒ I do not require reasonable adjustment
Declaration (Student to complete)	☒ I confirm that the purpose and procedures of this assessment task has been clearly explained to me. 	☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 	☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 	☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.	☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 	☒ I confirm that I am ready for assessment.		Student Name: ____Jarrad Nissen__________________________________                      		Student Signature: ___________________________________ 	

Assessment method-based instructions and guidelines: Project 
	Assessment type 


	
· Project 


	Instructions provided to the student:


	Assessment task description:      


	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You must read and understand a declaration written by a community service practitioner and complete a set of activities in order to successfully complete this project. 
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


	· This project is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook).
· You must read and respond to all the criteria of the project.
· You may handwrite/use computers to answer the criteria of the project.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your practical skills, techniques and knowledge to your trainer/assessor. 
· The trainer/assessor may ask you relevant questions on this assessment task to ensure that this is your own work.  


	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Training Organisation’s Student Handbook. 


	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/Assessor will provide further student information regarding the location for completing this assessment task. 





	  Purpose of the assessment


	This assessment task is designed to evaluate your skills for the following:  
· Skill to identify sources of information. 
· Skill to access information via internet and external data to contribute to the systematic management of WHS risk.
· Skill to document purposes, objectives, principles and framework of a systematic approach to manage WHS risk based on the hazards given in the case study.
· Skill to identify the individuals and parties who need to participate and be consulted.
· [bookmark: _Hlk492129556]Skill to apply knowledge of effective consultation and participation to contribute to ensuring effective consultation and participation processes occur.




	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· Your assessor must assess the performance as per the performance criteria and checklist provided.
· The student must be concise, to the point and write answers according to the given word limit to each question and not provide irrelevant information. 
· You must write your responses in your own words.
· You will be required to complete all parts of this assessment task.






Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. 
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

Simulated environment requirements
	Assessment task environment  
This assessment task will be completed in a simulated environment prepared by your training organisation. 
The simulated environment will provide you with all the required resources (such as the equipment and participants, etc.) to complete the assessment task. The simulated environment is very much like a learning environment where a student is able to practice, use and operate appropriate industrial equipment, techniques, practices under realistic workplace conditions.  
Requirements for the simulated assessment environment
The trainer/assessor will ensure that the simulated assessment environment is sufficient to complete this assessment task.
The simulated environment consists of:
· The training organisation as the workplace where the student will be required to complete their job-related tasks and activities 
· The standard operating/workplace procedures related to the training organisation
· The trainer/assessor will provide the student with assistance throughout the assessment activity.
The simulated environment must meet the following criteria:
	Opportunities for the student to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

	Simulated environment sufficient to communicate, contribute and participate in tasks and activities.  
	Select

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· organisational WHS policies and procedures required to demonstrate the performance evidence
· WHS laws required to demonstrate the performance evidence
· case studies and, where possible, real situations
· opportunities for interaction with others.
Simulated assessment scenario 
You are required to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 

The following are the goals and objectives to complete this assessment task: 
· Establish a WHS management system in a work area
· Locate, adapt, adopt and communicate WHS policies that define the organisation’s commitment to complying with WHS laws
· Identify duty holders and define WHS responsibilities for all workplace personnel in the work area according to WHS laws, policies, procedures and programs
· Identify and approve financial and human resources required by the WHS management system (WHSMS) according to organisational procedures
· Establish and maintain effective and compliant consultative arrangements for managing WHS in a work area
· Work with required personnel to set up and maintain consultative arrangements according to required WHS laws
· Resolve issues raised through participation and consultation arrangements according to required WHS laws and organisational protocols
· Provide information about consultation and participation outcomes to required personnel according to organisational policies and procedures
· Establish and maintain procedures for effectively identifying hazards, and assessing and controlling risks in work area
· Develop procedures for ongoing hazard identification, and assessment and control of associated risks
· Include hazard identification at the planning, design and evaluation stages of any workplace change to ensure that new hazards are not created by proposed changes and existing hazards are controlled
· Develop and maintain procedures for selecting and implementing risk controls according to the hierarchy of control measures and WHS legislative requirements
· Identify inadequacies in existing risk controls according to the hierarchy of control measures and WHS legislative requirements, and promptly provide resources to enable implementation of new measures
· Identify requirements for expert WHS advice, and request this advice as required, according to organisational procedures
· Evaluate and maintain a work area WHS management system (WHSMS)
· Develop and provide a WHS induction and training program for required personnel in a work area as part of organisation’s training program
· Use a system for WHS recordkeeping to allow identification of patterns of occupational injury and disease in the organisation, and to maintain a record of WHS decisions made, including reasons for decisions
· Measure and evaluate the WHSMS according to organisation’s quality systems framework
· Develop and implement improvements to WHSMS to achieve organisational WHS objectives according to organisational procedures
· Ensure compliance with WHS legislative framework to achieve, as a minimum, WHS legal requirements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Organises, evaluates and critiques ideas and information from WHS laws, policies, procedures and programs
· Produces WHS policies, procedures and programs using appropriate vocabulary, grammatical structure and conventions
· Records WHS decisions according to organisational requirements
· Presents and seeks information from others using structure and language suitable for the audience
· Provides information about WHS policies and procedures and on resolution of WHS issues, varying the level of technical vocabulary to suit the audience
· Selects from, and applies, an expanding range of mathematical and problem-solving strategies in identifying financial and human resources required to support WHS requirements
· Monitors adherence to legal and regulatory rights and responsibilities for self and others in relation to WHS
· Develops, implements and reviews WHS-related policies, procedures and processes according to legislative and organisational requirements
· Plays a lead role in situations requiring effective collaboration, demonstrating the ability to guide discussions and negotiate agreeable outcomes
· Provides feedback to others in forms they can understand and use
· Develops plans or processes to manage relatively complex WHS management tasks, with an awareness of how they contribute to operational and strategic goals
· Uses systematic and analytical processes, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria
· Considers whether, and how, others should be involved, using consultative or collaborative processes as an integral part of the decision-making process
· Uses digital systems and tools to enter, store and retrieve relevant information.
Task requirements
This assessment task requires you to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. The assessment activities are mentioned within the assessment task. 





Assessment Task 2 - Project
Project

This task is divided into five parts: 
Part A: Risk assessment 
Part B: Consultation and participation activity 
Part C: Writing a recommendation for hazard analysis and control report
Part D: Developing WHS procedures for ongoing hazard identification, and assessment and control of associated risks
Part E: Developing and providing a WHS Induction and training program  
You must use the attached templates to complete all activities of this assessment task. 
Part A: Risk Assessment 
[bookmark: _Hlk514430888]This assessment task activity requires student to read and understand a declaration written by a WHS Officer and complete the following activities: 
Conduct a workplace risk assessment and record the results, including:
· identification of potential hazards and actual hazards 
· risk assessment
· evaluation of policy/procedure in line with state/territory legislation and industry guidelines
· development of risk controls and measures
Declaration by a WHS officer to his/her IT Manager: 
Subject:	REPORT ON HAZARDS ANALYSIS AND CONTROL FOR THE JURASSIC COMPUTERS STORE AND ASSEMBLY/INSTALLATION SITE.
Sir, in view of the safety concerns of the company, (Jurassic Computers) a detailed safety audit was carried out at the hardware store and assembly/installation area.  The purpose is to identify, analyse and adopt control measures for hazards associated with the job.
The safety audit is also meant to assess the present state of the company’s Work Health Safety and Environment (work health and safety (WHS) and environment management system: WHS&E - MS) – Management system to bring about improvements.
HAZARDS AND UNSAFE WORKING CONDITIONS
During the audit exercise, we identified several hazards and unsafe working conditions associated with the hardware store and assembly/installation area project and are stated below.
1. Incomplete personal protective equipments (PPEs):  Most of the workers were seen working without their personal protective equipments because they were not given.  The absence of these protective equipments is of great risk because some injuries which would have ordinarily been prevented are left unguarded due the absence of these equipments. The most essential required personal protective equipments (PPEs) for the job are:
· Safety Boots
· Hand Gloves
· Splash Goggles
· Safety Glasses
· Safety Suits
· Safety Caps
· Safety Belts
1. Absence of fire emergency response personnel and facilities:
· Absence of fire extinguisher at the computer hardware store and assembly/installation site.
· There is no trained and competent fire watch on site.
· Absence of fire alarm, flash point detectors and other fire safety aids around the company premises.
1. Occupational Health hazards to the workers resulting to their exposure to adverse weather conditions:
· The direct effect of the sun rays on the workers working in building 2A and 3C (Heat Stroke and ultraviolet exposure).
· Absence of workshop shade to prevent rain and electrical discharges that might result from thunder strikes.
· The work site lacks a standard toilet facility; hence the workers take advantage of any available space within the company premises for such needs. This action is very unhygienic, coupled with the man hour lose it takes.  
· Faulty air-conditioning (thermal comfort) as it has not been serviced from last two years. When it should be done every six months. 
· Poor air quality because of faulty air-conditioning unit. 
· Improper lighting (as some areas are not properly and adequately have lights) which is causing tripping hazards. 
· Workstation set up that is not compliant to ergonomic standards 
· Excessive workload on to the workers that cause them finding shortcuts and compromising with the quality of the work. 
1. Some of the very essential working equipments/tools are defective and in some cases absent. This has left the workers with no option but to resort to unsafe actions.
· Absence of comprehensive scaffolds and ladder for climbing heights.
· There are no facilities for lifting heavy equipments; hence the workers resort to manual carrying even without their PPES.
· Some of the electrical wiring and cables are old, defective and potential sources of electrical leakage/shock.
1. Complete absence of barricades and caution signs along the River blank which happens to be very close to the computer hardware store. In fact, the River blank is just a few meters away from the work site and is a major safety concern, especially because most of the workers working around there are unable to swim.
1. General lack of awareness to safety, good housekeeping and contingency management.
HAZARDS ASSESSMENT AND CONSEQUENCE
Having identified some of the hazards and unsafe conditions associated with the computer hardware store and assembly/installation store job, we also need to analyse the consequence in order to understand and avert the impending contingencies that might arise.
When we place the frequency level of hazards and unsafe conditions around the work area, against the ISO1400 risk assessment matrix, there is a very high probability of an impending undesired occurrence (accident).  The potential damage that might result to life, assets, environment and reputation of the company is such that cannot be over looked. The situation is one that calls for immediate response by management to ensure that appropriate measures are taken to control the above risk factors to “as law as reasonably practicable” (ALARP).
You are now required to complete the following activities:
1. Fill the attached workplace risk assessment form. (Appendix 1 and 2) 
1. Complete the recommendations for hazard analysis and control report (Appendix 3) 
Part B: Consultation and participation activity 
In this assessment task, you are required to conduct a meeting with IT Manager and IT Officer. The role of duty holders i.e. IT Manager and IT Officer will be played by your colleagues. You will play the role of WHS Officer. The purpose of this meeting is to set up and maintain participation arrangements according to relevant WHS legislation and organisational standards. 
IT Officer is a newly joined employee of the organisation and this will be the first meeting s/he will be attending. 
IT Manager is with the organisation from last three years and one of the key high managerial agents in the organisation and a representative of IT department. 
You must record the meeting minutes in Appendix 3. 
Your meeting agenda should include the following: 
1. Compliance with WHS legislation and standards 
1. Organisational WHS policies and procedures 
1. Hierarchy of risk control and how it can be applied 
1. Commitment to comply with WHS legislation and organisational WHS policies and procedures 
1. Defining the duty holders and their job roles to ensure compliance 
1. Discuss budget and human resource requirements to comply with WHS legislation requirements 
1. Providing recommendations for hazard analysis and control 

Part C: Writing a recommendation for hazard analysis and control report
Write a report to present your recommendations (on the basis of the scenario discussed in this assessment task) to your IT Manager. The report should be written in 800-1000 words. 
You must use the template provided in Appendix 4 to complete this report. 
The report should include the following criteria: 
1. Pre-task planning
1. Adequate provision of personal protective equipments (PPES)
1. Policies and procedures required at the organisation 
1. Training opportunities to employees
1. Rewards for maintaining safety at workplace 
1. Provision of safety signs, pictures and slogans
1. Working equipments and infrastructures/installation area
1. Summary
Part D: Developing WHS procedures for ongoing hazard identification, and assessment and control of associated risks
This task requires you to develop procedures to comply with WHS legislation and organisational standards and requirements. The procedure should be written in 400-600 words.
You must use the template provided in Appendix 5 to complete this assessment activity. 
The WHS procedure must include the following sections: 
1. Purpose 
1. Workplace rules and regulations 
1. Workplace amenities
1. Workplace security 
1. Workplace signage
1. Personal protective equipment 
Part E: Develop and provide a WHS Induction and training program  
In this assessment activity, you are required to develop a WHS Induction and training program for all workers in the hardware store and assembly/installation area. 
You must use the template provided in Appendix 6 to develop the WHS Induction and training program. 
You must provide it your WHS Manager to receive constructive feedback. The role of WHS Manager will be played by your trainer/assessor. 
Student Pack

You are then required to provide this WHS Induction to the newly joined IT Officer. 
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WORKPLACE RISK ASSESSMENT FORM 
Managing Workplace Health and Safety Risks procedure
	
Form WHS


	Workplace:     

	Local Assessment No:
If applicable
	Assessment Date: 
      /         /
	Next Review Date:
     /      /
(3 years maximum)
	Sign-off: (by a person with safety responsibility for the risk being assessed, for example: Head of Research Group, Workshop Supervisor, Academic Supervisor, Project Leader, Head of School, Director of Institute, School/Institute Manager)
Name:                                           Position:                                                 
Date:           /          /                    

	What is being assessed?  Describe the item, job, process, work arrangement including the location or facility


	People involved in the assessment
Assessor(s):

Others consulted: (eg safety consultant, manager or supervisor, elected health and safety representative, people familiar with the hazards, other personnel exposed to risks)


	Risk assessment
	Risk control plan/ WHS Action Plan/Procedures 

	Item
	Hazard description/ how exposed

(Refer Appendix 1)
	Risk control measure(s) in place
Evaluation of current policies/procedures/documentation 

(If existing controls need improvement or new controls introduced, record under the Risk Control Plan columns)
	Current risk level (H/M/L/VL) with controls
(Refer App.2)
	Extra controls needed
to reduce risks to low or very low

(The item should not be used or the process started until the remaining ‘residual risk’ 
is L or VL)
	Person responsible
	Date extra controls to be done
	Date extra controls completed

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	


* may be left blank if the current risk level with existing controls in place (‘residual risk’) is low or very 
	Appendix 1 - What hazards might be present? Select the correct ones. 

	Hazards: Potential to cause harm to people, property or the environment.

	General Work Environment
	
	Health and Security
	
	Plant and equipment
	

	Restricted access or egress
		Food
		Vehicles
	
	Confined spaces
		Poisoning or contamination
		Mobile and fixed plant
	
	Air-conditioning (thermal comfort)
		Communicable diseases
		Powered equipment
	
	Air quality
		Intoxication
		Non-powered equipment
	
	Lighting
		Dehydration
		Elevated Work Platforms
	
	Noise (discomfort)
		Violence or assault
		Pressure vessel
	
	Outdoors (sun exposure)
		Working alone or in isolation
		Laser (Class 2 or above)
	
	Uneven walking surfaces
		Working in remote areas
		Traffic control
	
	Working at height
		Bites / Stings
		Electrical
	
	Ergonomic/manual handling
	
	Chemical
	
	Vibration
	
	Workstation set up
		Hazardous chemicals
		Moving parts
	
	Poor posture
		Explosives
		Acoustic / Noise
	
	Lifting / Carrying
		Engineered nanomaterials
		Temperature / Weather effects
	

	Pushing / Pulling
		Gas cylinders
		Heat
	
	Reaching/overstretching
		Radiation
	
	Cold
	
	Repetitive movement
		Ionising radiation
		Rain / Flood
	
	Bending
		Ultraviolet (UV) radiation
		Wind
	
	Eye strain
		Radiofrequency/microwave
		In or on water
	
	Work design and management
	
	Infrared radiation
		Pressure (Diving / Altitude)
	
	Fatigue
		Biological
	
	Lightning
	
	Workload
		Microbiological
		Smoke
	
	Mental stress
		Animal tissue / Fluids
		OTHER
	

	Organisational change
		Human tissue / Fluids
		
	
	Work violence or bullying
		Allergenic
		
	
	Inexperienced or new personnel
		Other Biological
		
	
	Volunteer or work experience safety
		
		
	
	Children or U18 students
		
		
	


Appendix 2 - Risk Assessment Matrix


	
	RISK SEVERITY/CONSEQUENCE

	LIKELIHOOD
	CRITICAL
(may cause severe injury or fatality - more than two weeks lost time)
	MAJOR
(injury resulting in at least one day lost time)
	MINOR
(medical treatment injury - back to work)
	NEGLIGIBLE
(first aid treatment - no lost time)

	VERY LIKELY
(exposure happens frequently)
	
High
	
High
	
Medium
	
Medium

	LIKELY
(exposure but not frequently)
	
High
	
Medium
	
Medium
	
Low

	UNLIKELY
(exposure could happen but only rarely)
	
Medium
	
Medium
	
Low
	
Very low

	VERY UNLIKELY
(Exposure can happen but probably never will)
	
Medium
	
Low
	
Very low
	
Very low

	



Risk Priority Table

	Risk priority
	Definitions of priority
	Time frame

	High
	Situation critical, stop work immediately or consider cessation of work process.
Must be fixed today, consider short term and/or long term actions.
	Now

	Medium
	Is very important, must be fixed urgently, consider short term and/or long term actions.
	1 – 3 weeks

	Low
	Is still important but can be dealt with through scheduled maintenance or similar type programming. However, if solution is quick and easy then fix it today.
	1 - 3 Months

	Very low
	Review and/or manage by routine processes
	Not applicable



Appendix 3- Meeting minutes template  

Meeting Title |Minutes
Meeting date | time Date | Time | Meeting location Location
		Meeting called by
	Name
	Type of meeting
	Purpose
	Facilitator	Name
	Note taker	Name
	Timekeeper	Name



	Attendees
Attendees


Agenda topics
Time allotted | Time | Agenda topic Topic | Presenter Name
Discussion Conversation
Conclusion Closing
	Action items
	Person responsible	Deadline
	Topic 1	Presenter Name	Date | time
	Topic 2	Presenter Name	Date | time

Time allotted | Time | Agenda topic Topic | Presenter Name
Discussion Conversation
Conclusion Closing
	Action items
	Person responsible	Deadline
	Topic 1	Presenter Name	Date | time
	Topic 2	Presenter Name	Date | time

Time allotted | Time | Agenda topic Topic | Presenter Name
Discussion Conversation
Conclusion Closing
	Action items
	Person responsible	Deadline
	Topic 1	Presenter Name	Date | time
	Topic 2	Presenter Name	Date | time

Time allotted | Time | Agenda topic Topic | Presenter Name
Discussion Conversation
Conclusion Closing
	Action items
	Person responsible	Deadline
	Topic 1	Presenter Name	Date | time
	Topic 2	Presenter Name	Date | time

Observers Name
Resource persons Names
Special notes Type additional notes here

Appendix 4- Recommendations for hazard analysis and control report 

	Report 

























































Appendix 5- Develop procedures for hazard analysis and control 
[bookmark: _Toc348709060][bookmark: _Toc347405330][bookmark: _Toc344117503][bookmark: _Toc343864179][bookmark: _Toc343630732][bookmark: _Toc343431670][bookmark: _Toc343431515][bookmark: _Toc341843862][bookmark: _Toc292020735][bookmark: _Toc222140302]Purpose 
Write down the purpose of developing the WHS procedures. 
Workplace rules and regulations 
<INSERT YOUR SITE RULES HERE>
Note: A copy of the workplace rules and regulations is usually displayed at the reception.
[bookmark: _Toc348709061][bookmark: _Toc347405331][bookmark: _Toc344117504][bookmark: _Toc343864180][bookmark: _Toc343630733][bookmark: _Toc343431671][bookmark: _Toc343431516][bookmark: _Toc341843863]Workplace amenities
All workers are to have good hygiene standards and clean up after themselves.
<DESCRIBE WHERE YOU EXPECT WORKERS TO SHELTER AND EAT THEIR LUNCH>.
<INSERT ANY OTHERS ACCORDING TO THE SCENARIO>.
[bookmark: _Toc348709062][bookmark: _Toc347405332][bookmark: _Toc344117505][bookmark: _Toc343864181][bookmark: _Toc343630734][bookmark: _Toc343431672][bookmark: _Toc343431517][bookmark: _Toc341843864]Workplace security 
The IT Manager will, so far as reasonably practicable, secure the site by:
keeping the building secure during the project
erecting a fence to prevent unauthorised access 
locking gates to the site outside normal hours of operation
[bookmark: GS298@Gs1@EN][bookmark: GS298@Gs1@Zp@Hpb@EN][bookmark: GS298@Gs2@EN][bookmark: GS298@Gs2@Hpb@EN][bookmark: GS298@Gs2@Hpc@EN]< INSERT ANY OTHERS ACCORDING TO THE SCENARIO>.
Workers and contractors are expected to keep the site secure, for example by closing or locking gates.
[bookmark: _Toc348709063][bookmark: _Toc347405333][bookmark: _Toc344117506][bookmark: _Toc343864182][bookmark: _Toc343630735][bookmark: _Toc343431673][bookmark: _Toc343431518][bookmark: _Toc292020740][bookmark: _Toc341843865]Workplace signage
At a minimum, we will display the following signs on the entrance to the site:
the WHS officer’s name, contact details and after-hours telephone number
the location of the workplace office.
All signage will be clearly visible from outside <the workplace> <the work area where the assembly and installation project is being undertaken>.
[bookmark: _Toc348709064][bookmark: _Toc347405334][bookmark: _Toc344117507][bookmark: _Toc343864183][bookmark: _Toc343630736][bookmark: _Toc343431674][bookmark: _Toc343431519][bookmark: _Toc341843866]Personal protective equipment 
We will provide the personal protective equipment (PPE) to workers at the workplace, unless the PPE has been provided by another contractor.
The person providing the PPE must ensure that the PPE is:
suitable for the nature of the work and any hazard associated with the work
a suitable size and fit and reasonably comfortable for the worker who is to use or wear it
maintained, repaired or replaced so that it continues to minimise risk to the worker who uses it, including by: 
· ensuring it is clean and hygienic 
· ensuring it is in good working order
· ensuring it is used or worn by the worker, so far as is reasonably practicable.
The person supplying the PPE must also:
provide workers with information, training and instruction in the proper use, wearing, storage and maintenance of PPE
ensure that any other person at the workplace (such as home owners, clients or inspectors) is appropriately provided with PPE to wear as required.
Workers must:
follow all instructions to wear and use PPE
take reasonable care of PPE 
<INSERT ANY OTHER REQUIREMENTS>.


Appendix 6- Develop and provide a WHS Induction and training program  
[bookmark: _Toc348709053][bookmark: _Toc347405323][bookmark: _Toc344117496][bookmark: _Toc343864172][bookmark: _Toc343630725][bookmark: _Toc343431662][bookmark: _Toc343431507][bookmark: _Toc341843851][bookmark: _Toc292020725][bookmark: _Toc222140292]6.a. Worker induction and training program
The WHS officer will work with other employees to ensure a site-specific induction is provided for all workers before starting work. This induction is only limited to WHS area. 
This induction must outline:

	Requirement 
	Completed 
	Comments 

	the expectations outlined in this WHS Management System, including all policies and procedures

	Yes ☐ No ☐
	

	the emergency meeting point

	Yes ☐ No ☐
	

	the site rules

	Yes ☐ No ☐
	

	the facilities 

	Yes ☐ No ☐
	

	any site-specific hazards

	Yes ☐ No ☐
	

	high risk work activities

	Yes ☐ No ☐
	

	<INSERT ANY OTHER REQUIREMENTS>.

	Yes ☐ No ☐
	





[bookmark: _Toc348709054][bookmark: _Toc347405324][bookmark: _Toc344117497][bookmark: _Toc343864173][bookmark: _Toc343630726][bookmark: _Toc343431663][bookmark: _Toc343431508][bookmark: _Toc341843852][bookmark: _Toc292020726][bookmark: _Toc222140293]6.b. Worker training 

	Write in 50-100 words how WHS officer has provided the training. 



























Performance Criteria/Performance Checklist
	Your task must address the following performance criteria/ performance checklist. 


	To be assessed as satisfactory (S) in this assessment task the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	a) Completed the workplace risk assessment form and all its particulars 
			

	b) Completed risk assessment based upon the information provided. 
			

	c) Completed the risk control plan/ WHS action plan based upon the information provided 
			

	d) Involved other people such as 
· Assessor 
· Fellow students 
· Other consultants 
· For expert advice on WHS risk assessment plan 
			

	e) Clearly named the person responsible 
			

	f) Developed and provided consultative WHS activities to provide advice in relation to work health and safety issues
			

	g) Feedback mechanisms discussed 
			

	h) Monitored processes for ensuring that workers have an opportunity to contribute feedback on health and safety issues
			

	i) Documented outcomes of consultation to be communicated to workers
			

	j) Developed and implemented the processes to make sure that responsibilities and duties are documented, and accountability processes are in place
			

	k) Date of monitoring and extra control mentioned 
			

	l) Date of extra controls completed nominated 
			

	m) Potential hazards correctly identified from the information provided 
			

	n) Risk assessment matrix used to complete the risk management plan 
			






Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	
[image: ]

	Date 
	29/06/2022


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of Assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Pre-Assessment Checklist: Task 3 – Role Play 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☒ Make sure you have completed the necessary prior learning before attempting this assessment. 
☒ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☒ Make sure you understand what evidence is required to be collected and how. 
☒ Make sure you know your rights and the Complaints and Appeal process. 
☒ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 
☒ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☒ Make sure that you have all the required resources needed to complete this Assessment Task (AT). 
☒ The due date of this assessment task is in accordance with your timetable. 
☒ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☒ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☒ I do not require reasonable adjustment

	Declaration (Student to complete)
☒ I confirm that the purpose and procedures of this assessment task has been clearly explained to me. 
☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☒ I confirm that I am ready for assessment.

Student Name: _____Jarrad Nissen_________________________________                      

Student Signature: ____[image: ]_______________________________ 



Assessment method-based instructions and guidelines: Role Play 
	Assessment type 


	
· Role Play 


	Instructions provided to the student:



	Assessment task description:      


	· This is the third (3) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You are required to complete a report on risk management in this assessment task. 
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.


	Applicable conditions:         


	· This skill test is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook or other learner materials during the test). 
· You will be assessed independently on this assessment task. 
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your skills, techniques and knowledge to your trainer/assessor. 
· Your trainer/assessor may ask you relevant questions during this assessment task  


	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook. 


	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your Trainer/Assessor will provide you with further information regarding the location for completing this assessment task. 


	  Purpose of the assessment


	This assessment task is designed to evaluate your following skills and abilities: 
· Skill and knowledge to understand WHS/OHS guidelines and acting professionally, ethically and according to the legal framework 
· Skill and knowledge to identify hazards and assessing risks arising from the work carried out or to be carried out
· Skill and knowledge to make decisions about ways to eliminate or minimise those risks
· Skill and knowledge regarding making decisions about the adequacy of facilities for the welfare of workers
· Skill and knowledge of proposing changes that may affect the health or safety of workers
· Skill and knowledge to make decisions about procedures for consulting with workers
· Skill and knowledge in resolving work health or safety issues
· Skill and knowledge to monitor health of workers
· Skill and knowledge to monitor the conditions at the workplace
· Skill and knowledge to provide information and training for workers
· Skill and knowledge to interpret hierarchy of control and risk analysis 
· Skill and knowledge to complete the risk control mechanism 



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· Your assessor will assess your work according to the given performance criteria/ performance checklist. 
· in your own words.
· You will be required to complete all parts of this assessment task.






[bookmark: _Hlk45891813]Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. 
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

Simulated environment requirements
	Assessment task environment  
This assessment task will be completed in a simulated environment prepared by your training organisation. 
The simulated environment will provide you with all the required resources (such as the equipment and participants, etc.) to complete the assessment task. The simulated environment is very much like a learning environment where a student is able to practice, use and operate appropriate industrial equipment, techniques, practices under realistic workplace conditions.  
Requirements for the simulated assessment environment
The trainer/assessor will ensure that the simulated assessment environment is sufficient to complete this assessment task.
The simulated environment consists of:
· The training organisation as the workplace where the student will be required to complete their job-related tasks and activities 
· The standard operating/workplace procedures related to the training organisation
· The trainer/assessor will provide the student with assistance throughout the assessment activity.
The simulated environment must meet the following criteria:
	Opportunities for the student to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

	Simulated environment sufficient to communicate, contribute and participate in tasks and activities.  
	Select

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· organisational WHS policies and procedures required to demonstrate the performance evidence
· WHS laws required to demonstrate the performance evidence
· case studies and, where possible, real situations
· opportunities for interaction with others.
Simulated assessment scenario 
You are required to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 

The following are the goals and objectives to complete this assessment task: 
· Establish a WHS management system in a work area
· Locate, adapt, adopt and communicate WHS policies that define the organisation’s commitment to complying with WHS laws
· Identify duty holders and define WHS responsibilities for all workplace personnel in the work area according to WHS laws, policies, procedures and programs
· Identify and approve financial and human resources required by the WHS management system (WHSMS) according to organisational procedures
· Establish and maintain effective and compliant consultative arrangements for managing WHS in a work area
· Work with required personnel to set up and maintain consultative arrangements according to required WHS laws
· Resolve issues raised through participation and consultation arrangements according to required WHS laws and organisational protocols
· Provide information about consultation and participation outcomes to required personnel according to organisational policies and procedures
· Establish and maintain procedures for effectively identifying hazards, and assessing and controlling risks in work area
· Develop procedures for ongoing hazard identification, and assessment and control of associated risks
· Include hazard identification at the planning, design and evaluation stages of any workplace change to ensure that new hazards are not created by proposed changes and existing hazards are controlled
· Develop and maintain procedures for selecting and implementing risk controls according to the hierarchy of control measures and WHS legislative requirements
· Identify inadequacies in existing risk controls according to the hierarchy of control measures and WHS legislative requirements, and promptly provide resources to enable implementation of new measures
· Identify requirements for expert WHS advice, and request this advice as required, according to organisational procedures
· Evaluate and maintain a work area WHS management system (WHSMS)
· Develop and provide a WHS induction and training program for required personnel in a work area as part of organisation’s training program
· Use a system for WHS recordkeeping to allow identification of patterns of occupational injury and disease in the organisation, and to maintain a record of WHS decisions made, including reasons for decisions
· Measure and evaluate the WHSMS according to organisation’s quality systems framework
· Develop and implement improvements to WHSMS to achieve organisational WHS objectives according to organisational procedures
· Ensure compliance with WHS legislative framework to achieve, as a minimum, WHS legal requirements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Organises, evaluates and critiques ideas and information from WHS laws, policies, procedures and programs
· Produces WHS policies, procedures and programs using appropriate vocabulary, grammatical structure and conventions
· Records WHS decisions according to organisational requirements
· Presents and seeks information from others using structure and language suitable for the audience
· Provides information about WHS policies and procedures and on resolution of WHS issues, varying the level of technical vocabulary to suit the audience
· Selects from, and applies, an expanding range of mathematical and problem-solving strategies in identifying financial and human resources required to support WHS requirements
· Monitors adherence to legal and regulatory rights and responsibilities for self and others in relation to WHS
· Develops, implements and reviews WHS-related policies, procedures and processes according to legislative and organisational requirements
· Plays a lead role in situations requiring effective collaboration, demonstrating the ability to guide discussions and negotiate agreeable outcomes
· Provides feedback to others in forms they can understand and use
· Develops plans or processes to manage relatively complex WHS management tasks, with an awareness of how they contribute to operational and strategic goals
· Uses systematic and analytical processes, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria
· Considers whether, and how, others should be involved, using consultative or collaborative processes as an integral part of the decision-making process
· Uses digital systems and tools to enter, store and retrieve relevant information.
Task requirements
This assessment task requires you to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. The assessment activities are mentioned within the assessment task. 





Assessment Task 3: Role Play

[bookmark: _Hlk526247515][bookmark: _Hlk488923659]Task: 
This is in continuation of the previous assessment task. Student is required to do the following activities in this assessment task: 
1. Conducting the following consultative activities with the workers:
0. Resolve issues identified through the given scenario 
0. Discuss the outcomes of participation and consultation 
1. Evaluating the effectiveness of risk control and management processes to ensure: 
1. Assessment on the developed procedures (from previous assessment task) 
1. Assessment on the hazard identification at the planning, designing and evaluation stages
1. Control of existing hazards through selecting and implementing risk controls according to the hierarchy of control and WHS legislative requirements
1. Identify inadequacies in existing risk controls according to the hierarchy of control and WHS legislative requirements, and promptly provide resources to enable implementation of new measures
1. Identify requirements for expert WHS advice, and request this advice from WHS Manager
1.  Evaluate and maintain a work area WHS management system
2. Use a system for WHS record keeping to allow identification of patterns of occupational injury and disease in the organisation, and to maintain a record of WHS decisions made, including reasons for the decision
2. Measure and evaluate the WHSMS in line with the organisation’s quality systems framework
2. Develop and implement improvements to the WHSMS to achieve organisational WHS objectives
2. Ensure compliance with the WHS legislative framework to achieve, as a minimum, WHS legal requirements
Student must read the scenario provided below to complete this assessment task.  
Background and pre-requisite of Assessment 3 
Student must complete the Assessment task 2 before attempting this assessment task. 
Scenario (outcome of an additional risk assessment recently been conducted)
The assessment of the hardware store and assembly/installation area identified the following changes: 
1. The use of proper shelter has decreased the Ultraviolet (UV) radiation and temperature (heat/sunburn) hazards but created significant lightening issues. 
2. There are two work offices identified with confined spaces and issues with noise hazard. 
3. Staff is not taking regular breaks, and this is causing a number of health hazards such as dehydration, stress, fatigue and increased the number of sick leaves. 
4. Air-conditioning (thermal comfort) have been fixed but workers have the access to increasing and decreasing the temperature and no two workers agree on one fixed temperature, therefore, throughout the day workers experience cold to hot temperature depending upon who have the access of the remote control.
5. There are few staff members complained about the Lifting / Carrying and Pushing / Pulling and a number of them had to go through the First Aid treatments. 
6. Staff not completing the incident report/risk assessment forms as required according to WHS legislation and organisational standards. 
You as a WHS officer are responsible to identify, evaluate, consult, and address these issues in collaboration with other duty holders. 
Activity a: Role Play 
In this assessment activity, you are required to participate in a role play with fellow students. Students will take the following roles: 
1. WHS officer
1. IT Manager  
1. IT officer 
Your assessor/trainer will play the role of WHS Manager.
You will be conducting the following consultative activities with the workers:
I.	Resolve issues identified through the given scenario 
II.	Discuss the outcomes of participation and consultation
Time-limit on roleplay: 
Five minutes (Make sure It’s a short role play and not a show) 
Requirements 
· Discuss what has happened? Either act it out or describe out loud what has happened. 
· Discuss the requirements set in the workplace policies and procedures. 
· Look back over your risk assessment activities and analysis you completed and discuss the following: 
· Discuss how the problem/issues and hazard should be solved. 
· Does the person involved need first aid? 
· Do you require assistance with this problem? 
· Discuss the need of maintaining personal protective equipment (PPE) for the work role. 
· Discuss do you need to fill out any of incident report/risk assessment forms? 
· Discuss the level of stress/fatigue. 
· Confirm from the student who is playing the role of IT Officer that he understands the requirement of complying with the work health and safety guidelines and organisational requirements. 
Students will swap the roles and each student is required to play all roles. 

Activity b: Role Play 
In this assessment activity, you are required to participate in a role play with fellow students. Students will take the following roles: 
1. WHS officer
1. IT Manager  
1. IT officer 
Your assessor/trainer will play the role of WHS Manager.
You are required to evaluate the effectiveness of risk control and management processes to ensure: 
0. Assessment on the developed procedures (from previous assessment task) 
0. Based upon the given scenario your assessment on the new hazards 
0. Based upon the given scenario your assessment on the hazards all-ready identified in Assessment task 2. 
0. Based upon the given scenario your assessment on the risk assessment plan, consultation and WHS procedures and induction and training programs developed as part of Assessment task 2. 
0. Assessment on the hazard identification at the planning, designing and evaluation stages 
1. Is there information available to workers? 
1. Are hazards and risk control procedures in place?
1. How effective were/are hazards and risk control procedures?
1. What changes would you suggest/implement at the planning, designing and evaluation stages of risk-assessment and risk-control? 
	
0. Control of existing hazards through selecting and implementing risk controls according to the hierarchy of control and WHS legislative requirements
2. Control of associated risks according to the following criteria: 
0. administrative
0. as specified in WHS Acts, regulations and codes of practice
0. counselling/disciplinary processes, such as those associated with alcohol and other drugs
0. education about alcohol and other drugs work-related issues
0. engineering
0. hazard elimination
0. housekeeping and storage
0. issue resolution
0. personal protective equipment
0. purchasing of supplies and equipment
0. workplace inspections, including plant and equipment.
0. Identify inadequacies in existing risk controls according to the hierarchy of control and WHS legislative requirements, and promptly provide resources to enable implementation of new measures
0. Identify requirements for expert WHS advice, and request this advice from WHS Manager
Time-limit on roleplay: 
· Five to Ten minutes (Make sure It’s a short role play and not a show) 
Activity c: Role Play 
In this assessment activity, you are required to participate in a role play with fellow students. Students will take the following roles: 
1. WHS officer
1. IT Manager  
1. IT officer 
Your assessor/trainer will play the role of WHS Manager.
You are required to evaluate and maintain the WHS management system for the work area mentioned throughout Assessment task 2 and Assessment task 3, activities a and b. 
Requirements: You are required to: 
1. Use a system for WHS record keeping to allow identification of patterns of occupational injury and disease in the organisation, and to maintain a record of WHS decisions made, including reasons for the decision
1. Measure and evaluate the WHSMS in line with the organisation’s quality systems framework
1. Develop and implement improvements to the WHSMS to achieve organisational WHS objectives
1. Ensure compliance with the WHS legislative framework to achieve, as a minimum, WHS legal requirements


Performance Criteria/Performance Checklist
	Your task must address the following performance criteria/ performance checklist. 


	To be assessed as satisfactory (S) in this assessment task the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	a) Discussed what has happened by participating in a role play activity 
· Correctly identified the information from the scenario provided. 
			

	b) Discussed the requirements set in the workplace policies and procedures 
			

	c) Applied comprehension skills to:
· explain the basic WHS/OHS legislative requirements which will be applicable to own work
· explain the meaning of safety requirements 
· identify workplace hazards; and
· presented information according to the basic principles of risk management.
			

	d) Applied communication/interpersonal skills to:
· clarify WHS/OHS legislative requirements
· report workplace hazards and risks
· relay information to others; and
· discuss WHS/OHS issues and information.
			

	e) Discuss the requirements of having personal protective equipment (PPE) where required for the job-role 
			

	f) Discussed the incident report form and/or risk management plan 
			

	g) Discussed the level of stress and fatigue 
			

	h) Confirmed from other student his/her understanding of complying with WHS guidelines 
			

	i) Discussed the workplace risk assessment form and all its particulars 
			

	j) Discussed risk assessment based upon the information provided. 
			

	k) Discussed the risk control plan/ WHS action plan based upon the information provided 
			

	l) Involved other people such as 
· Assessor 
· Fellow students 
· Other consultants 
· For expert advice on WHS risk assessment plan 
			

	m) Discussed the person responsible for each activity/action 
· Listed on the risk management plan
			

	n) Developed and provided consultative WHS activities to provide advice in relation to work health and safety issues
			

	o) Discussed what has happened by participating in a role play activity 
· Correctly identified the information from the scenario provided. 
			

	p) Discussed the requirements set in the workplace policies and procedures 
			

	q) Applied comprehension skills to:
· explain the basic WHS/OHS legislative requirements which will be applicable to own work
· explain the meaning of safety requirements 
· identify workplace hazards; and
· presented information according to the basic principles of risk management.
			

	r) Applied communication/interpersonal skills to:
· clarify WHS/OHS legislative requirements
· report workplace hazards and risks
· relay information to others; and
· discuss WHS/OHS issues and information.
			

	s) Discuss the requirements of having personal protective equipment (PPE) where required for the job-role 
			

	t) Discussed the incident report form and/or risk management plan 
			

	u) Discussed the level of stress and fatigue 
			

	v) Confirmed from other student his/her understanding of complying with WHS guidelines 
			

	w) Discussed the workplace risk assessment form and all its particulars 
			

	x) Discussed risk assessment based upon the information provided. 
			

	y) Discussed the risk control plan/ WHS action plan based upon the information provided 
			

	z) Involved other people such as 
· Assessor 
· Fellow students 
· Other consultants 
· For expert advice on WHS risk assessment plan 
			

	aa) Discussed the person responsible for each activity/action 
· Listed on the risk management plan
			

	ab) Developed and provided consultative WHS activities to provide advice in relation to work health and safety issues
			




Assessment Results Sheet  
	[bookmark: _Hlk9418703]Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	[image: ]


	Date 
	
29/06/2022

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of the assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________





Pre-Assessment Checklist: Task 4 - Role Play 

The purpose of this checklist
The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.
Section 1: Information for Students 
☒ Make sure you have completed the necessary prior learning before attempting this assessment. 	☒ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 	☒ Make sure you understand what evidence is required to be collected and how. 	☒ Make sure you know your rights and the Complaints and Appeal process. 	☒ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 	☒ Make sure that you have access to a computer and the internet (if you prefer to type the answers).	☒ Make sure that you have all the required resources needed to complete this assessment task. 	☒ The due date of this assessment task is in accordance with your timetable. 	☒ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 	☒ The request for an extension to submit your assessment work must be made before the due date.
Section 2: Reasonable adjustments  
I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.	☐ I do require reasonable adjustment	☒ I do not require reasonable adjustment
Declaration (Student to complete)	☒ I confirm that the purpose and procedures of this assessment task has been clearly explained to me. 	☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 	☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 	☒ I confirm I have accessed and understand the assessment information as provided in the Training Organisation’s Student Handbook.	☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 	☒ I confirm that I am ready for assessment.		Student Name: _____Jarrad Nissen_________________________________                      		Student Signature: ___________________________________ 	

Assessment method-based instructions and guidelines: Role Play
	Assessment type 


	
· Role Play


	Instructions provided to the student:


	Assessment task description:      


	· This is the fourth (4) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


	· This project is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook).
· You must read and respond to all the criteria of the project.
· You may handwrite/use computers to answer the criteria of the project.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your practical skills, techniques and knowledge to your trainer/assessor. 
· The trainer/assessor may ask you relevant questions on this assessment task to ensure that this is your own work.  


	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook. 


	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/Assessor will provide further student information regarding the location for completing this assessment task. 





	  Purpose of the assessment


	This assessment task is designed to evaluate your following skills and abilities: 
· Skill and knowledge to understand duty of care obligations of employer 
· Skills and knowledge to understand duty of care obligations of employee 
· Skill and knowledge to understand the rights of an employee 
· Skills and knowledge to professionally discussing WHS requirements and obligations 
· Skill and knowledge to share the knowledge with other students in the class/session  
 
 


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· Your assessor must assess the performance as per the performance criteria and checklist provided.
· The student must be concise, to the point and write answers according to the given word limit to each question and not provide irrelevant information. 
· You must write your responses in your own words.
· You will be required to complete all parts of this assessment task.






Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. 
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

Simulated environment requirements
	Assessment task environment  
This assessment task will be completed in a simulated environment prepared by your training organisation. 
The simulated environment will provide you with all the required resources (such as the equipment and participants, etc.) to complete the assessment task. The simulated environment is very much like a learning environment where a student is able to practice, use and operate appropriate industrial equipment, techniques, practices under realistic workplace conditions.  
Requirements for the simulated assessment environment
The trainer/assessor will ensure that the simulated assessment environment is sufficient to complete this assessment task.
The simulated environment consists of:
· The training organisation as the workplace where the student will be required to complete their job-related tasks and activities 
· The standard operating/workplace procedures related to the training organisation
· The trainer/assessor will provide the student with assistance throughout the assessment activity.
The simulated environment must meet the following criteria:
	Opportunities for the student to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

	Simulated environment sufficient to communicate, contribute and participate in tasks and activities.  
	Select

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· organisational WHS policies and procedures required to demonstrate the performance evidence
· WHS laws required to demonstrate the performance evidence
· case studies and, where possible, real situations
· opportunities for interaction with others.
Simulated assessment scenario 
You are required to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 

The following are the goals and objectives to complete this assessment task: 
· Establish a WHS management system in a work area
· Locate, adapt, adopt and communicate WHS policies that define the organisation’s commitment to complying with WHS laws
· Identify duty holders and define WHS responsibilities for all workplace personnel in the work area according to WHS laws, policies, procedures and programs
· Identify and approve financial and human resources required by the WHS management system (WHSMS) according to organisational procedures
· Establish and maintain effective and compliant consultative arrangements for managing WHS in a work area
· Work with required personnel to set up and maintain consultative arrangements according to required WHS laws
· Resolve issues raised through participation and consultation arrangements according to required WHS laws and organisational protocols
· Provide information about consultation and participation outcomes to required personnel according to organisational policies and procedures
· Establish and maintain procedures for effectively identifying hazards, and assessing and controlling risks in work area
· Develop procedures for ongoing hazard identification, and assessment and control of associated risks
· Include hazard identification at the planning, design and evaluation stages of any workplace change to ensure that new hazards are not created by proposed changes and existing hazards are controlled
· Develop and maintain procedures for selecting and implementing risk controls according to the hierarchy of control measures and WHS legislative requirements
· Identify inadequacies in existing risk controls according to the hierarchy of control measures and WHS legislative requirements, and promptly provide resources to enable implementation of new measures
· Identify requirements for expert WHS advice, and request this advice as required, according to organisational procedures
· Evaluate and maintain a work area WHS management system (WHSMS)
· Develop and provide a WHS induction and training program for required personnel in a work area as part of organisation’s training program
· Use a system for WHS recordkeeping to allow identification of patterns of occupational injury and disease in the organisation, and to maintain a record of WHS decisions made, including reasons for decisions
· Measure and evaluate the WHSMS according to organisation’s quality systems framework
· Develop and implement improvements to WHSMS to achieve organisational WHS objectives according to organisational procedures
· Ensure compliance with WHS legislative framework to achieve, as a minimum, WHS legal requirements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Organises, evaluates and critiques ideas and information from WHS laws, policies, procedures and programs
· Produces WHS policies, procedures and programs using appropriate vocabulary, grammatical structure and conventions
· Records WHS decisions according to organisational requirements
· Presents and seeks information from others using structure and language suitable for the audience
· Provides information about WHS policies and procedures and on resolution of WHS issues, varying the level of technical vocabulary to suit the audience
· Selects from, and applies, an expanding range of mathematical and problem-solving strategies in identifying financial and human resources required to support WHS requirements
· Monitors adherence to legal and regulatory rights and responsibilities for self and others in relation to WHS
· Develops, implements and reviews WHS-related policies, procedures and processes according to legislative and organisational requirements
· Plays a lead role in situations requiring effective collaboration, demonstrating the ability to guide discussions and negotiate agreeable outcomes
· Provides feedback to others in forms they can understand and use
· Develops plans or processes to manage relatively complex WHS management tasks, with an awareness of how they contribute to operational and strategic goals
· Uses systematic and analytical processes, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria
· Considers whether, and how, others should be involved, using consultative or collaborative processes as an integral part of the decision-making process
· Uses digital systems and tools to enter, store and retrieve relevant information.
Task requirements
This assessment task requires you to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs in a work area to ensure a safe workplace, according to WHS legislative requirements. The assessment activities are mentioned within the assessment task. 





Assessment Task 4: Role Play
Role Play:  
Purpose
Through dramatic play, demonstrate the roles and responsibilities of the employer and the employee within the workplace.
Required materials and equipment
List of rights and responsibilities, overhead projector and discussion paper
Key Concepts
· Prepare a one-page document and list at-least 5-10 responsibilities of employer 
· Prepare a one-page document and list at-least 5-10 responsibilities of employee
Role play: Students create a short speech proclaiming their rights and responsibilities as an employee working at a company of their choice and as an employer. Students are encouraged to use emotions and tone of voice suitable to the workplace environment.
The speeches should include a review of the three rights of a worker, roles and responsibilities of the employee and employer within the chosen workplace.
Discuss must discuss the three rights of an employee:
1. the right to know about workplace hazards and to receive training on how to do the job safely;
2. the right to participate in solving health and safety problems, and in the identification and control of workplace hazards;
3. the right to refuse dangerous work.
Role play actors: 
Student will be completing this role play in a simulated work-place setting with other students. Two students will be performing the role play at any given time. Student A will be playing the role of an employer and student B will be taking the role of the employee. 
Students will swap the roles and each student is required to play all roles. 
Time-limit on roleplay: 
Two to three minutes to perform each role (Make sure It’s a short role play and not a show)  
Students must also submit the following two lists:
a) Expectations the employer has for the employee;
b) Expectations the employee has for the employer.
Students then share and compare their list with others. 


Performance Criteria/Performance Checklist
	Your task must address the following performance criteria/ performance checklist. 


	To be assessed as satisfactory (S) in this assessment task the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	a) Explanation of the job description and work tasks 
	
	
	

	b) WHS responsibilities of the employer and the employees discussed 
	
	
	

	c) Applied comprehension skills to:
· explain the basic WHS/OHS legislative requirements which will be applicable to own work
· explain the meaning of safety requirements 
· identify workplace hazards; and
· presented information according to the basic principles of risk management.
	
	
	

	d) Applied communication/interpersonal skills to:
· clarify WHS/OHS legislative requirements
· report workplace hazards and risks
· relay information to others; and
· discuss WHS/OHS issues and information.
	
	
	

	e) WHS communication and consultation processes discussed

	
	
	

	f) Training programs relating to WHS discussed 
	
	
	

	g) Monitoring mechanisms and relevant programs relating to WHS discussed
	
	
	





Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	
[image: ]

	Date 
	29/06/2022


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of Assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Appendix A: Reasonable Adjustments

	Write (task name and number) where reasonable adjustments have been applied: 


	






	Reasonable Adjustments 


	· Students with carer responsibilities, cultural or religious obligations, English as an additional language, disability etc. can request for reasonable adjustments. 
· Please note, academic standards of the unit/course will not be lowered to accommodate the needs of any student, but there is a requirement to be flexible about the way in which it is delivered or assessed. 
· The Disability Standards for Education requires institutions to take reasonable steps to enable the student with a disability to participate in education on the same basis as a student without a disability. 
· The trainer/assessor must complete the section below “Reasonable Adjustment Strategies Matrix” to ensure the explanation and correct strategy have been recorded and implemented. 
· The trainer/assessor must notify the administration/compliance and quality assurance department for any reasonable adjustments made. 
· All evidence and supplementary documentation must be submitted with the assessment pack to the administration/compliance and quality assurance department.


	Reasonable Adjustment Strategies Matrix (Trainer/Assessor to complete)


	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

	☐ LLN
	☐ Speaking
☐ Reading
☐ Writing
☐ Confidence
	☐ Verbal assessment 
☐ Presentations 
☐ Demonstration of a skill 
☐ Use of diagrams 
☐ Use of supporting documents such as wordlists

	☐ Non-English Speaking Background 
	☐ Speaking
☐ Reading
☐ Writing
☐ Cultural background
☐ Confidence
	☐ Discuss with the student and supervisor (if applicable) whether language, literacy and numeracy are likely to impact on the assessment process
☐ Use methods that do not require a higher level of language or literacy than is required to perform the job role
☐ Use short sentences that do not contain large amounts of information
☐ Clarify information by rephrasing, confirm understanding 
☐ Read any printed information to the student
☐ Use graphics, pictures and colour coding instead of, or to support, text
☐ Offer to write down, or have someone else write, oral responses given by the student
☐ Ensure that the time available to complete the assessment, while meeting enterprise requirements, takes account of the student’s needs

	☐ Indigenous
	☐ Knowledge and understanding
☐ Flexibility
☐ Services
☐ Inappropriate training and assessment
	☐ Culturally appropriate training
☐ Explore understanding of concepts and practical application through oral assessment
☐ Flexible delivery 
☐ Using group rather than individual assessments 
☐ Assessment through completion of practical tasks in the field after demonstration of skills and knowledge. 

	☐ Age
	☐ Educational background
☐ Limited study skills 
	☐ Make sure font size is not too small
☐ Trainer/Assessor should refer to the student’s experience
☐ Ensure that the time available to complete the assessment takes account of the student’s needs
☐ Provision of information or course materials in an accessible format. 
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift

	☐ Educational background
	☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Discuss with the Student previous learning experience
☐ Ensure learning and assessment methods meet the student’s individual need

	☐ Disability
	☐ Speaking
☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Identify the issues
☐ Create a climate of support
☐ Ensure access to support that the student has agreed to
☐ Appropriately structure the assessment
☐ Provide information or course materials in an accessible format, e.g.  a textbook in braille
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift





	Explanation of reasonable adjustments strategy used


	

















	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	
I declare that I have attached all relevant evidence to provide reasonable adjustment. The training package guidelines and criteria have not been compromised in the process of providing reasonable adjustment to the student. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided explanation of reasonable adjustments strategy used, as required. 


	Trainer/Assessor Signature
	

	Date
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