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Instructions to Assessor
[bookmark: _Toc464642745]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc464642746]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc464642747]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc464642748]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc464642749]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc464642750]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc464642751]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc464642752]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
Workplace evidence
Portfolios
Existing qualifications
Workplace documents
Case studies
Research
Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc464642753]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).
[bookmark: _Toc464642754]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to follow workplace policies and procedures for safe work practices

	
	What are employers’ responsibilities under WHS legislation?

WHS legislation stipulates that employers must provide their staff with:

· Safe premises
· Safe machinery and materials
· Safe systems of work
· Information, instruction, training and supervision
· A suitable working environment and facilities.






[bookmark: _Toc464642755]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify existing and potential hazards in the workplace, report them to designated persons, and record them according to workplace procedures

	
	1. List three hazards that are present in your workplace.

2. Who would you report a newly identified hazard to in your organisation?

1. Workplace hazards may include:

· Biological hazards, including body fluids, contaminated food, soiled clothing and linen, clinical waste, syringes, and other 'sharps'
· Chemicals, such as toxic or hazardous substances, gases and liquids under pressure, and certain cleaning chemicals
· Electrical hazards related to use of equipment and faulty wiring
· Equipment including suitability for purpose and fitness for use
· Personal threat, such as through behaviours of concern of clients and/or visitors 
· Work organisation issues such as shift work or irregular hours/on call
· Work-related environment, such as underfoot, lighting, space, noise, air quality, furniture/fittings, and car parking 
· Work-related stress.

2. Reporting procedures vary according to organisations; you may need to contact:

· Elected Health and Safety Representative/employee representative 
· Employer
· Health and Safety committee
· Other personnel with WHS responsibilities
· Supervisor.






[bookmark: _Toc464642756]Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to follow workplace emergency procedures

	
	1. What emergency situations may require policies?

2. Explain in detail how you would evacuate the organisation’s premises.

1. Emergency situations may include:

· Serious injury events
· Events requiring evacuation
· Fires and explosions
· Hazardous substance and chemical spills
· Explosion and bomb alerts
· Security emergencies, such as armed robberies, intruders and disturbed persons
· Internal emergencies, such as loss of power or water supply and structural collapse
· External emergencies and natural disasters.

2. Answers will vary; however, most procedures may include:

· Evacuation of the premises
· Notifying emergency services and appointed persons
· Medical/first aid treatment
· Reporting incident to other authorities.






[bookmark: _Toc464642757]Activity 2A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify and implement WHS procedures and work instructions

	
	1. What PPE is used in your workplace and where should it be used?

2. How can you access WHS procedures in your organisation?

1. Types of PPE and the areas to use them will vary according to the organisation. Different types may include:

· Safety glasses/goggles
· Gloves
· Safety clothes
· Facemask/respirator.

2. Procedures may be found in:

· Workplace handbooks
· Safety signs
· Training
· Instructions from supervisors or other employees.






[bookmark: _Toc464642758]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify and report incidents and injuries to designated persons according to workplace procedures

	
	Complete an accident report form for a recent incident that occurred in your organisation.

The learner should complete an accident report form for their organisation. They will likely have to record information such as:

· Accident details
· Impact of accident (e.g. injuries, time lost, medical attention received)
· Cause of accident
· Corrective actions that need to be taken (e.g. PPE, change of policies, safety signs.)






[bookmark: _Toc464642759]Activity 2C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to take actions to maintain safe housekeeping practices in own work area

	
	What housekeeping actions do you need to undertake in your organisation to keep it safe?

Housekeeping actions may include:

· Purchasing of supplies and equipment
· Maintenance of machinery/equipment
· Responsibility of equipment, e.g. switching on/off computers and printers
· Ensuring cables and items are not left in the way to cause a trip hazard and that fire doors are closed at the end of the working day 
· Keeping desks tidy and replacing items used during the working day, such as work file copies or borrowed equipment
· Re-stocking items used, such as paper or stationery supplies.






[bookmark: _Toc464642760]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to raise WHS issues with designated persons according to organisational procedures

	
	1. Who would you raise WHS issues within your workplace?

2. What issues may you need to raise?

1. Answers will vary; they may include:

· Colleagues
· Supervisors
· Managers/team leaders. 

2. Any issues that are causing problems or concern within the workplace; remember it is better to report things before they have a negative impact. For example, topics may include:

· Actual or potential hazards
· Unsafe work practices
· Lack of proper resources or training
· Stress or fatigue
· Equipment and PPE, or lack of it.






[bookmark: _Toc464642761]Activity 3B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to participate in workplace safety meetings, inspections and consultative activities

	
	1. Explain how you can contribute to workplace health and safety meetings.

2. What are the two types of health and safety consultations? Describe the processes of each one.

1. You can contribute in a variety of ways, such as participating in discussions, giving opinions, raising concerns, providing feedback on the resolution of issues/injuries and highlighting various responsibilities. 

2. The two types of consultations are:

· Health and safety representatives – Designating personnel with responsibility for consulting on the behalf of employees. They may highlight areas of concern, training requirements and demanded improvements
· Health and safety committees – Employees and managers who come together for the analysis and improvement of WHS measures. Workers may enlist the support of union representatives for these consultations.






[bookmark: _Toc464642762]Activity 3C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to contribute to the development and implementation of safe workplace policies and procedures in own work area

	
	How can you contribute to the development of policies?

This is often achieved through participative arrangements, which can be:

· Documented issue resolution processes
· Easy access to relevant written workplace information
· Formal and informal WHS meetings
· Health and safety committees
· Meetings called by Health and Safety Representatives
· Other committees, such as consultative planning, and purchasing
· Other means and processes for raising requests and concerns as well as contributing suggestions and reports to management
· Regular information sessions (using clear and understandable language) on existing or new WHS issues
· Team meeting and case management meetings.






[bookmark: _Toc464642763]Activity 4A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify ways to maintain currency of safe work practices in regards to workplace systems, equipment and processes in own work area

	
	List three ways you can maintain the currency of your safe work practices.

Ways to maintain currency include:

· Safety audits
· Safety checklists 
· Equipment assessments
· Employee consultations
· Inspections
· Employee feedback.






[bookmark: _Toc464642764]Activity 4B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to reflect on own levels of stress and fatigue, and report to designated persons according to workplace procedures

	
	1. What are the symptoms of fatigue and stress?

2. How can you make your organisation more helpful to people with fatigue and stress?

1. The symptoms of fatigue and stress may include:

· Increased blood pressure
· Chest pains
· Palpitations
· Stomach aches
· Headaches
· Sleep problems
· Unusual behaviour
· Lack of concentration
· Depression
· Anxiety
· Irritability
· Lack of confidence.

2. Organisations are encouraged to highlight the means of communicating such issues. There shouldn’t be any considerable fear regarding the consequences of reporting stress and fatigue. Employees should be treated fairly, with the appropriate level of respect and dignity. It is also important to maintain strict policies of confidentiality when dealing with such issues. Workers may even be given the option of reporting via health and safety representatives and unions.
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The summative assessments are the major activities designed to assess the learner’s skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. These should be completed as stated under the trainer/assessor instructions.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills Activity
The Skills Activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency, and observation should be recorded in the relevant section of the Observations/Demonstrations document.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks the learner a series of questions to confirm their competency for all of the required knowledge in the unit of competency.
Section C: Performance Activity
The Performance Activity is designed to be a practical activity performed either in the workplace or a simulated environment. The learner should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation.
The observation should be recorded in the relevant section of the Observations/Demonstrations document.
Note: The learner should have completed written answers, portfolios or any evidence of competency should be attached to the learner workbook.



[bookmark: _Toc464642766]Summative Assessments answer guide
[bookmark: _Toc464642767]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

This activity will enable you to demonstrate the following skills:
· Reading skills – 
· in order to accurately read and interpret workplace safety policies and procedures including safety signs, dangerous goods classifications and safety instructions

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

1. Read a safety instruction from your workplace and communicate the information to another learner

The instructions may cover:

· Safety signs
· Dangerous goods classifications
· Safety instructions
[bookmark: _GoBack]
1. The learner should demonstrate reading skills in the applicable language to read  and understand a safety instruction. This could be a sign, policy document, communication (e.g. email, note) or other. The learner will then need to interpret the information and communicate it clearly to another person to demonstrate they have understood it. Example answer:

“This sign says that hard hats must be worn when you go into the area and that there are no exceptions.”



[bookmark: _Toc464642768]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· State/territory legislation and how it impacts on workplace regulations, codes of practice and industry standards, including:
· state/territory WHS authorities
· rights and responsibilities of employers and workers, including duty of care
· hazardous manual tasks
· infection control
· Safety signs and their meanings, including signs for:
· dangerous goods classifications 
· emergency equipment
· personal protective equipment (PPE)
· specific hazards such as sharps, radiation 
· Hazard identification, including:
· definition of a hazard
· common workplace hazards relevant to the industry setting
· workplace procedures for hazard identification
· Workplace emergency procedures
· Workplace policies and procedures for WHS

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

1. What legislation affects your organisation and how does it impact your work?

2. What safety signs are present in your organisation and what are their purpose?

3. What hazards are present in your organisation and what measures are taken to control them?

4. Explain in detail your organisation’s emergency procedures for fires.

5. Explain in detail your organisation’s policies for PPE.

1. Legislation may include:

	State 
	Legislation

	Australian Capital Territory
	Work Health and Safety Act 2011

	New South Wales
	Work Health and Safety Act 2011

	Northern Territory
	Work Health and Safety (National Uniform Legislation) Act 2011 

	Queensland
	Work Health and Safety Act 2011

	South Australia
	Work Health and Safety Act 2012

	Tasmania
	Work Health and Safety Act 2012

	Victoria
	Occupational Health and Safety Act 2004

	Western Australia
	Occupational Safety and Health Act 1984



WHS Legislation stipulates that employers must provide their staff with:

· Safe premises
· Safe machinery and materials
· Safe systems of work
· Information, instruction, training and supervision
· A suitable working environment and facilities.

2. Answers will vary; a list of safety signage is available in Chapter 1.2 in the Learner Guide. Example answer:

PPE requirement signs are intended to inform employees which PPE is required (e.g. head, eye, hearing, high visibility clothing).

3. Hazards may be:

· Biological
· Chemicals
· Electrical
· Equipment
· Personal threats
· Work organisation issues
· Work environment related
· Work related stress.

The measures to control hazards will vary. They may include a range of PPE, such as goggles, gloves, high visibility vests and boots, as well as safety procedures, the use of signage and equipment.

4. Emergency procedures will vary. However, they often include the following steps:

· At the sound of the emergency signal/alarm, work is stopped immediately
· Quickly and calmly, individuals leave by the nearest emergency exit
· Once the building is vacated, all individuals  meet at the designated meeting point.

The learner will need to list the various exits and the designated meeting point.

5. Workplace policies for PPE will relate to when it should be worn, what items are needed and the condition it should be in. Each workplace will be different; some may not require them except in emergencies, while others will need varying amounts constantly. 


[bookmark: _Toc464642769]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

This activity will enable you to demonstrate the following performance evidence:
· Contributed to a WHS meeting or inspection in workplace
· Conducted a workplace risk assessment and recorded the results
· Consistently applied workplace safety procedures in the day-to-day work activities required by the job role
· Followed workplace procedures for reporting hazards
· Followed workplace procedures for a simulated emergency situation

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

1. In a workplace environment, conduct a workplace risk assessment.

Ensure that you:

· Identify hazards and risks in the workplace, including their likelihood and severity
· Analyse the effectiveness of WHS procedures that are intended to minimise the hazards
· Follow workplace procedures for reporting hazards.

2. Use the results to contribute to a WHS meeting.

Ensure that you:

· Contribute relevant information to a WHS meeting and participate in it as fully as possible
· Apply all workplace safety procedures in day-to-day activities. 

3. Follow workplace procedures for a simulated emergency situation.

Ensure that you:

· Are aware of emergency procedures
· Follow them appropriately to minimise potential harm to yourself or others.

1. Workplace risks assessments are used to identify threats to employees’ health and safety. The learner should identify hazards in the workplace (e.g. chemical, mechanical, stress) and how significant these are according to their potential impact and the likelihood of occurring.

They will also need to analyse whether the current procedures for keeping employees safe. Procedures may include the use of PPE, safe work policies and precautions. To analyse them, the learner may need to collect testimony or look at their effectiveness in the past. Their own opinions and experiences are also valid.

When they become aware of uncontrolled hazards during the assessment, they will need to report them using appropriate methods (e.g. contacting a supervisor, filling out a form.) This should be done quickly to prevent it from causing harm. They may also need to suggest ways to take corrective action, such as increasing PPE requirements, putting safety signage up or changing workplace policies. 

2. The learner should take part in a WHS meeting in which they contribute the findings of their hazard analysis. Other methods of participation may include making suggestions, raising issues/concerns, debating topics or giving opinions. The structure will depend on typical WHS meetings in the organisation; the learner should follow all protocols and procedures as fully as possible.

3. For a simulated emergency (e.g. fire, bomb scare), the learner should follow all relevant emergency procedures as fully as possible. This will require thorough knowledge of them. They should work to minimise potential risk to themselves or others, such as not waiting to collect their belongings. Workplace procedures they should follow may also relate to exits and meeting points. 
image1.png




