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BSBWHS411 
Implement and monitor WHS policies, procedures and programs 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS411 Implement and monitor WHS policies, procedures and programs cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

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

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Te Ahimanawa Tutaki 

	Participant signature
	



	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBWHS411
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
 Practical Assessment
	 Completed team WHS training need
 Additional workplace WHS hazard/risk assessment and incident reporting documents completed and submitted as evidence



	Assessor Name
	

	Assessor Signature
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BSBWHS411 
Implement and monitor WHS policies, procedures and programs

THEORY EXAM


	Participant name
	Te Ahimanawa Tutaki 




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref89251070]What is the purpose for consultation mechanisms to effectively manage health and safety risks in the workplace? Include in your answer three (3) different consultation mechanisms available in your industry.

	[bookmark: _Hlk85785851]Answer
1.














2.












3.
	Short safety meetings where workers discuss risks, share safety tips, and raise concerns.






A group of workers and management who meet to discuss safety issues, review incidents, and suggest improvements.





Regular checks of the site to find potential hazards, followed by discussions with workers on how to fix them.

	



[bookmark: _Ref89253777]Respond to the key elements of each of the following legislation as they apply to your industry.

	Answer
	Legislation
	Provisions applicable to industry
	

	
	WHS Act
	The WHS Act sets out the primary duty of care for employers to ensure the health and safety of workers by providing a safe work environment, safe systems of work, and necessary training. In the civil construction industry, this includes managing risks related to machinery, working at heights, and construction site hazards, ensuring that all workers, including subcontractors, are protected
	

	
	WHS Regulations
	The WHS Regulations provide more specific requirements on how to comply with the duties set out in the WHS Act. In the civil construction industry, this includes regulations on managing risks of working with hazardous materials, controlling risks of falling from heights, using appropriate personal protective equipment (PPE), and ensuring machinery is properly maintained to prevent accidents
	

	
	Codes of Practice
	Codes of Practice provide practical guidance on how to meet the health and safety duties under the WHS Act and Regulations. In civil construction, relevant codes of practice include guidelines on working at heights, managing asbestos, safe excavation practices, and proper use of machinery. These codes are not legally binding but offer clear steps for achieving compliance with the legislation. They help employers implement best practices to protect workers on construction sites.
	




[bookmark: _Ref89257097]Consider a scenario where your supervisor has asked you to prepare and communicate information about hazard identification and risk assessment to the team. Describe two (2) methods and tools you would use to achieve this and ensure the information is easily accessible.

	Answer
1.





2.
	informal safety meetings held on-site where I can discuss potential hazards and risk assessments with the team. I would use simple language and clear examples to make sure everyone understands the risks and how to manage them. Toolbox talks are an effective way to keep the information accessible and allow workers to ask questions.
I could use a mobile app or a shared digital platform where the team can access up-to-date safety information, risk assessments, and hazard reports. This allows easy access to important information on smartphones or tablets, and ensures everyone has the latest safety updates at their fingertips, no matter where they are on the site.

	




[bookmark: _Ref89257164]How would you determine whether the methods and tools used in Q3. were effective in communicating the information.

	Answer
	I would ask the team for feedback after toolbox talks or using the mobile app to see if they understood the safety information. I would also observe the worksite to see if workers are following safety rules or using the app for updates, as fewer accidents or better safety practices would show the methods worked. Additionally, I’d look at how engaged the team is—if they are actively using the app or participating in the talks, it would suggest that the information is being communicated effectively. These steps would help me assess if the methods and tools are working well
	




[bookmark: _Ref89325974]What are the benefits of using mentoring for WHS focused learning to support the training for a worker wanting to progress to a team leader role?

	Answer
	it provides personalized guidance, allowing the worker to learn specific safety practices and leadership skills from an experienced mentor. This one-on-one support helps build confidence and ensures the worker understands both the safety regulations and the responsibilities of leading a team. Mentoring also allows for real-world experience, where the worker can observe and practice how to manage safety issues on-site, making the learning more practical and relevant. Additionally, mentoring helps develop communication and problem-solving skills, which are essential for a team leader, especially in managing safety risks and ensuring the well-being of the team
	



Read the following extract from the Safe Work and Return to Work Awards 2017 to respond to Q6.
Decmil Australia
Category four – Most significant improvement to work health and safety performance

After identifying a culture of poor reporting around minor incidents, hazard observations and near miss events, Decmil Australia made improvements to its operations and safety system including:
· communicating the importance of incident/near miss reporting
· reviewing targeted inspections, specific to each project
· implementing a behavioural based safety program
· providing hazard identification cards and setting measures for the entire team.
These changes are sustained, monitored and evaluated through Decmil's SHIELD program (Safety and Health in Every Level at Decmil). The company's health, safety and environment achievements since 2014 include:
· 500 days lost time incident free in April 2017
· seven months recordable incident free on 10 June 2017 for the QGC Project team (current QGC Project TRIFR is 0.00)
· [image: ]improved communications and successful adoption of the new processes by employees including incident and near miss reporting.

Decmil Queensland Gas Company team

[bookmark: _Ref89266332]Why is ‘near-miss reporting’ important and why did changes mentioned in the extract lead to the company winning the award for “Most significant improvement to work health and safety performance”?

	Answer
	Near-miss reporting is important because it helps catch potential hazards before they cause accidents or injuries. Reporting near-misses lets the team fix problems early and avoid future risks, creating a safer work environment.
The changes at Decmil led to the company winning the award because they focused on improving safety by encouraging everyone to report incidents and hazards. They made safety a priority with better inspections, a new safety program, and tools like hazard identification cards. The SHIELD program helped track and improve these changes, leading to fewer incidents and better overall safety, which contributed to the company’s success and recognition

	



[bookmark: _Ref89327629]You have been asked to present WHS information to new site inductees at your workplace. Write notes to support your presentation ensuring you cover relevant policies and procedures, the need for these, who can assist if there are issues and where documents are located. 

	Answer
	  Introduction to WHS:
· Safety is our top priority. It is essential for ensuring a safe working environment for everyone on-site.
· All workers must understand and follow workplace health and safety (WHS) policies and procedures to minimiSe risks and prevent accidents.
  Relevant WHS Policies and Procedures:
· Workplace Health and Safety Policy: Outlines the company's commitment to maintaining a safe work environment and preventing injuries.
· Hazard Identification and Risk Assessment Procedures: Steps to identify potential hazards, assess risks, and implement controls.
· Emergency Procedures: Instructions for dealing with emergencies like fires, medical incidents, or evacuations.
· Incident Reporting and Investigation Procedures: Guidelines for reporting accidents, near misses, and unsafe conditions.
  Importance of WHS Policies and Procedures:
· These policies and procedures help reduce workplace accidents and injuries.
· They ensure that all workers are aware of the risks and know what to do to keep themselves and their colleagues safe.
· Following these guidelines helps maintain legal compliance and protects the company from potential liabilities.
  Who Can Assist if There Are Issues:
· Site Supervisor/Manager: Available to address any safety concerns or provide guidance on WHS matters.
· Health and Safety Representative: If you feel that your concerns aren’t being addressed, you can approach the HSR for support.
· WHS Officer: For more specific safety issues, the WHS officer can provide expert advice and assistance.
  Where Documents Are Located:
· All WHS policies, procedures, and safety documents can be found:
· On the company’s internal website or document management system.
· In the site office, where printed copies of important safety documents are displayed.
· In the site safety manual, which is available to all workers.
  Conclusion:
· It's important that you always follow the WHS procedures and report any hazards or concerns immediately.
· Safety is a shared responsibility, and everyone plays a role in maintaining a safe work environment.

	



[bookmark: _Ref89330983]Your team must dispose of old diesel drums. Complete the following Risk management Plan using information from the SDS in Handout 1.

	Answer
	Risk Management Plan
	

	
	Completed by: Te Ahimanawa Tutaki
	Date: 24/07/2024
	

	
	Hazard identification
	

	
	Hazard:  Disposal of old diesel drums containing hazardous residues (e.g., diesel, vapours)
	

	
	
	

	
	Risk Assessment
	

	
	What harm could the hazard cause?
	Exposure to harmful chemicals (diesel, solvents) leading to skin irritation, respiratory problems, or fire risk
	

	
	
	
	

	
	What is the likelihood of this happening?
	Likely, as the drums may still contain residual diesel or vapours, which pose a risk of fire or chemical exposure
	

	
	
	
	

	
	Persons at risk
	Workers handling the drums
Anyone in the vicinity during disposal

	

	
	Existing control measures
	Proper storage of drums away from heat or open flames
Use of personal protective equipment (PPE) like gloves and safety goggles

	

	
	
	
	

	
	Consequence
	Serious injury or health issues (e.g., chemical burns, respiratory issues) or fire
	

	
	Likelihood
	Moderate to high depending on the condition of the drums
	

	
	Outcome
	Potential for injury, fire hazard, or environmental contamination if not managed properly
	

	
	Control measures
	

	
	Elimination
	Eliminate the need for storing old diesel drums by properly disposing of or recycling the drums as soon as they are empty
	

	
	
	
	

	
	Substitution
	Substitute hazardous substances with less dangerous materials when possible (e.g., using non-toxic cleaning agents to empty the drums)
	

	
	
	
	

	
	Isolation
	Isolate workers from exposure by creating a designated hazardous waste area for handling and disposal
	

	
	
	
	

	
	Engineering
	Use drum crushers or emptying equipment to reduce the risk of residual fluid leakage during disposal
	

	
	
	
	

	
	Administrative or PPE
	Ensure all workers wear proper PPE (gloves, goggles, respirators) and are trained in hazardous material handling.
Implement safety procedures and clear labeling on the drums to indicate hazard.

	

	
	
	
	

	
	Preferred control option
	Isolation and Engineering controls: Use containment areas and proper equipment to handle and dispose of the drums safely.

Administrative controls and PPE: Ensure safety procedures are in place, and all workers are properly equipped
	

	
	
	
	

	
	Implementation
	

	
	Associated activities
	Resources required
	Person/s responsible
	Sign off and date
	

	
	Collecting and transporting the drums to disposal site


	PPE (gloves, goggles, respirators)
	Site Supervisor for overseeing the disposal
	Supervisor 
	

	
	Emptying and cleaning the drums
	Hazardous waste disposal contractor
	Workers handling the drums
	Supervisor 
	

	
	
	Drum crusher or safe emptying equipment
	
	
	

	
	Review	Scheduled review date: 
	

	
	Are control measures in place? 	Yes, PPE is provided, and proper procedures for disposal are in place.
	

	
	Are controls eliminating/minimising risk? 	 Yes, the risk of exposure and fire is reduced by using PPE and proper disposal methods
	

	
	Are there any new problems with the risk? 	 No new issues identified; however, regular inspections are necessary to ensure ongoing safety
	




[bookmark: _Ref89333993]How would you communicate the information collected in the previous question with your work team to ensure worker safety?

	Answer
	I would use the following methods to ensure worker safety:
1. Toolbox Talks: I would hold a brief meeting on-site to explain the risks associated with handling the old diesel drums and the control measures in place. During this talk, I would go over key points like the hazard of exposure to harmful chemicals, the use of PPE, and the importance of following proper disposal procedures.
2. Written Instructions: I would provide written instructions, clearly outlining the disposal procedures, the necessary PPE, and the steps for handling the drums safely.
3. One-on-One Training: For workers who are directly involved in the handling of the drums, I would provide one-on-one training to ensure they fully understand the procedures, hazards, and controls. This would give them an opportunity to ask questions and clarify any concerns.
4. Safety Data Sheets (SDS): I would ensure that workers have access to the Safety Data Sheets (SDS) for diesel and any other chemicals involved in the process. These sheets contain detailed information on the hazards, safety measures, and emergency procedures.
5. Regular Check-ins: I would monitor the implementation of the safety measures and check in with the workers to ensure they are following the procedures and using the correct PPE. Any issues or concerns would be addressed immediately.

	




[bookmark: _Ref89338199]When discussing site safety with the team this morning, concerns were shared around the ‘slips’ hazard when entering the site office. 
The team suggested the consequence is a back injury which is quite serious, but the risk rating is only low. They are of the opinion that it should be medium or high risk. 
As per company procedure and legal requirement, you, as team leader must advise the WHS committee of this consultation, request a review and advise of consultation outcomes. How would you go about this?

	Answer
	I would first document the team's concerns and the discussion about the ‘slips’ hazard, including their suggestion that the risk rating should be medium or high. I would then write a report to the WHS committee outlining the consultation, the team's concerns about the risk rating, and their reasoning for a higher risk assessment. In the report, I would request a review of the hazard and risk rating, highlighting the potential consequences, such as back injuries, and the need for proper risk evaluation. Finally, I would inform the team of the action taken and let them know the WHS committee will review the issue. This ensures transparency and keeps everyone informed about the process
	




[bookmark: _Ref89338212]Workplace procedures require that you send an email to the WHS committee to ensure your request for a review of the team findings relating to slip hazard at the site office is received in writing. Complete the email below with your request.

	Answer
	[image: ]
[image: ]
[image: ]I hope this email finds you well.
During a recent site safety meeting with the team, concerns were raised regarding the slip hazard when entering the site office. The team has expressed that the potential consequence of a back injury, which could result from slipping, is quite serious. However, they feel that the current risk rating of "low" does not accurately reflect the severity of the hazard. They believe the risk rating should be reviewed and adjusted to "medium" or "high" to better reflect the potential consequences.
As per company procedure and legal requirements, I am requesting a review of the risk rating associated with this hazard. The team’s concerns, as well as their recommendation for a higher risk rating, are outlined and I believe a reassessment is necessary to ensure the safety of all personnel entering the site office.
Please let me know if further information or clarification is required. I look forward to hearing your feedback after the committee reviews the matter.

[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

	

	
	
	






[bookmark: _Hlk89336320]You have received the following email in response to your email to the WHS committee. Read this to respond to Q12. 

[image: Graphical user interface, text, application, email

Description automatically generated]


[bookmark: _Ref89337024]Write a memo for the notice board to all team members about contacting you regarding their agreement to the changes mentioned.

	Answer
	Memo
	

	
	Dear Team,
Following a recent meeting with the WHS Committee regarding the slip hazard at the site office, I wanted to inform you that the committee has agreed to increase the risk rating for this hazard to high. This decision was made after the concerns raised by one of our workers were validated by a recent incident where the Superintendent slipped in the same location.
As part of our consultation process, I would like to know if you agree with this change or have any further concerns. Please feel free to reach out to me directly within 3 business days to discuss your thoughts or if you have any questions. It is important that we are all on the same page and that everyone is aware of the updated risk assessment.
Thank you for your attention to this matter and for your ongoing commitment to safety.

	

	
	
	



You have collected all responses and calculated 85% of the workers agree with the changes to be made to the risk rating for slips at the site office. It has also been suggested that non-slip flooring be implemented to address the concerns.

[bookmark: _Ref89340063]How will you communicate the results and the recommendations in a way to meet workplace reporting and recording requirements?

	Answer
	To communicate the results and recommendations, I will prepare a formal report and submit it to the WHS committee and relevant management. The report will include:
1. Summary of Consultation: I will outline that 85% of the workers agree with the change to the slip hazard risk rating and provide details of their feedback.
2. Suggested Recommendations: I will mention the suggestion to implement non-slip flooring to address the concerns raised, as part of the solution to reduce the risk.
3. Action Plan: I will include the next steps, such as the review and approval process for the flooring solution, and timelines for implementation.
4. Record of Communication: I will ensure that all responses and discussions are documented properly and filed according to workplace reporting and recording requirements, ensuring transparency and compliance.
Finally, I will inform the team about the proposed solution and update them on the actions being taken through a team meeting

	




[bookmark: _Ref89345512]Considering safety training held at your workplace, what methods would you apply to train relevant workers in the following?

	Answer
First aid


Drug use and work


Manual handling



Using SDS


Emergency
Procedure 



Fatigue
Managing
	Organise certified first aid training courses where workers can practice skills like CPR and wound care. Hold refresher courses to keep workers updated on first aid techniques and procedures
Conduct regular discussions about the dangers of drug use on-site and the importance of maintaining a drug-free workplace. Offer formal training on identifying signs of impairment and the company’s drug policy, including testing protocols
Arrange for workers to participate in practical demonstrations on proper lifting techniques and ergonomics. Provide detailed training sessions on how to safely handle materials, especially when lifting, carrying, or pushing heavy objects
Provide training on how to access and read SDS, including key information like hazard identification and emergency measures. Make SDS easily accessible on-site or via a digital platform, ensuring workers can quickly find and reference them when needed
Conduct regular emergency response drills (fire evacuations, medical emergencies) to ensure workers are familiar with procedures. Display emergency procedures clearly in visible locations, and provide workers with printed quick guides they can carry
Offer training on recognizing signs of fatigue, how it impacts safety, and strategies for managing rest and recovery. Use awareness campaigns and reminders to encourage workers to take regular breaks and avoid working excessive hours



	




Read the following team training record showing training that new workers have received, to respond to Q15. and Q16. 
	Team member
	General Construction Induction training (White Card)
	Site induction
	Manual Handling
	Emergency response
	First Aid

	Jeremy Still
	
	
	
	
	

	Henry Oppenheim
	
	
	
	
	

	Jules Freeman
	
	
	
	
	

	Jake Monet
	
	
	
	
	

	Antony Johns
	
	
	
	
	

	Silvia Haack
	
	
	
	
	

	Fred Hollows
	
	
	
	
	

	Imogen Flank
	
	
	
	
	

	Xavier French
	
	
	
	
	

	Martin Short
	
	
	
	
	




[bookmark: _Ref89346646]HR have provided you with the team training record for a new team you will be leading for a construction project. View the team training record above and explain what training must be prioritised and why.

	Answer
	Based on the team training record, the following training must be prioritised:
1. Site Induction:
· Priority: This is essential for all workers who have not completed it yet, particularly Antony Johns, Silvia Haack, Imogen Flank, Xavier French, and Martin Short.
· Why: Site induction is crucial for introducing workers to site-specific safety rules, procedures, and hazards. Ensuring all workers complete this training will help prevent accidents and ensure they understand their responsibilities and the site's specific risks.
2. First Aid:
· Priority: Jules Freeman and Jeremy Still are missing first aid training.
· Why: First aid is critical to have trained personnel on-site in case of any medical emergencies. Ensuring a good number of workers are trained in first aid helps provide immediate assistance until medical help arrives.
These training modules should be prioritised as they directly impact worker safety and preparedness on the construction site. Ensuring everyone has completed these basic yet critical training courses is essential for maintaining a safe work environment

	




[bookmark: _Ref89348652]Complete the table using information from the training records to clarify the number of new employees requiring specific training.

	Answer
	Number of employees requiring training
	White card
	Site induction
	Manual Handling
	Emergency response
	First aid
	

	
	
	4
	5
	3
	6
	4
	




[bookmark: _Ref89348659]How will you ascertain which of the new employees will require first aid and fire warden training?

	Answer
	First aid will be prioritised over fire warden training as First aid is critical to have trained personnel on-site in case of any medical emergencies  
	




[bookmark: _Ref89347507]Site inductions are held face to face every five (5) days by a WHS officer to meet the demands of this large site. What discussion will you need to have and with whom to confirm and book the team members into their site inductions? How will you consult/confirm details with these persons?

	Answer
	I would need to have a discussion with the following people:
1. WHS Officer:
· Discussion: I would contact the WHS officer to confirm the availability of the next site induction sessions and ensure there is space for all the team members who need to attend.
· Consultation/Confirmation: I would confirm the dates and times for the induction sessions and check if any additional materials or information is required for the workers. I would also discuss any specific needs or considerations for team members, such as language barriers or special requirements.
2. Team Members:
· Discussion: I would review the team training record and identify the team members who still need to complete the site induction.
· Consultation/Confirmation: I would then communicate directly with those team members to confirm their availability for the induction sessions. This could be done via a group email or one-on-one discussions, depending on the size of the team. I would also remind them of the importance of completing the induction for safety and compliance.
3. HR or Training Coordinator:
· Discussion: If applicable, I would liaise with the HR or training coordinator to ensure they have all the necessary details regarding the team members' site induction bookings.
· Consultation/Confirmation: I would confirm the list of team members with HR and ensure their participation is recorded for tracking purposes.
Once the inductions are confirmed, I would send a follow-up email to all team members with the scheduled induction dates and times, including any instructions they need to follow. Additionally, I would make sure the WHS officer and HR team are updated with the final list of participants

	




[bookmark: _Ref89349391]Why would coaching be a good method of training regarding the use and purpose of Safety Data Sheets?

	Answer
	Coaching is a good method of training regarding the use and purpose of Safety Data Sheets (SDS) because it provides personalised, hands-on learning that helps workers better understand the information they need to safely handle chemicals and materials. Through coaching, workers can receive direct guidance on how to locate and interpret key details in the SDS, such as hazard identification, first aid measures, and emergency response procedures. This approach allows trainers to address specific questions and clarify any confusion on the spot, making the learning process more effective. Additionally, coaching helps reinforce safety practices by giving workers the opportunity to practice reading and applying the SDS in real-life situations, ensuring they feel confident in using this critical safety tool when needed
	




[bookmark: _Ref89411010]What is the importance of maintenance and storage of WHS incident records? Include in your response two (2) specific incident records you have maintained and how this was achieved.

	Answer
	Maintaining and storing WHS incident records is important for meeting legal requirements and helping improve workplace safety. These records help track incidents, identify patterns, and take corrective actions to prevent future accidents.
Two types of records I would maintain are:
Accident/Incident Report: This records details of any accidents or near-misses, like a worker slipping or falling. To maintain it, I would fill out an incident report form with information about what happened and keep it in a secure file, either electronically or physically.

First Aid Treatment Record: This documents when a worker receives first aid for an injury. I would fill out a treatment record and store it securely, making sure it’s easy to find if needed later
	




[bookmark: _Ref89411523]How do you keep up to date on changes to WHS laws, and related organisational policies and procedures relevant to your role?

	Answer
	. I use the following methods:
1. Regular Training and Workshops: I attend WHS training sessions and workshops that are offered by the company or external providers. These help me stay informed about any new laws or regulations that impact my role.
2. Company Communications: I regularly check internal communication channels, such as emails, memos, and the company intranet, for updates on WHS policies and procedures.
3. Industry Updates: I subscribe to industry newsletters, safety publications, and follow relevant regulatory bodies or associations to receive updates on WHS laws.
4. Consulting with WHS Officers or Supervisors: I regularly consult with the WHS officer or my supervisor to discuss any recent changes or updates in WHS laws or company policies.
1. 
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance.
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task.
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved.
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 
	Specify method used to share information and workplace polices/procedures shared:


	1.1B. 
	Specify which identified hazards and controls were shared with team:


	1.2A. 
	Specify method used to share the importance of consultation for managing WHS risks:


	1.2C. 
	Specify issue raised through consultation:


	1.2D. 1.2C. 
	Specify method of reporting issues upward:


	1.2E. 
	Assessor describe how participant shared information with work team:


	1.3C. 
	Specify type of training and method of training agreed on for one (1) participant:


	1.3D. 
	Specify training arrangements made for one (1) team member:


	1.3E. 
	Specify workplace learning opportunities provided for three (3) team members:


	1.4B. 
	Specify procedure followed to report a hazard or incident:


	1.5D. 
	Specify methods used to keep up-to-date:







BSBWHS411
Implement and monitor WHS policies, procedures and programs

	Practical Task 1 

	Description of task:
The participant must demonstrate the ability to effectively implement and monitor the work health and safety (WHS) policies, procedures and programs for a team in one (1) work area in an organisation including demonstrating and providing evidence of the following:
· confirming and documenting team training needs to meet workplace and legislated requirements 
· consult with stakeholders and make arrangements to meet WHS training needs of team members
· provide workplace training opportunities to team and individuals to support achievement of identified WHS training needs
· communicate information to work team about WHS laws, workplace policies, procedures and programs, the importance of consultation mechanisms, hazards and risk assessment including in the communication where information can be accessed
· adhere to workplace policies and procedures to apply consultation mechanisms for managing work area hazards, reporting issues raised and communicating both upward and downward throughout consultation to outcome
· manage monitor and report on hazards, controlling risks according to workplace procedures and legislated requirements
· identify and report inadequacies in existing risk controls monitoring outcomes of reports on inadequacies
· complete and maintain WHS incident records in work area
· use aggregate information and data from work area records to meet workplace recordkeeping requirements

These tasks may be simulated or real. The Participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The Observer is to provide detailed comments on the tasks completed by the Participant (on the Observer Comments, overleaf). The Assessor is to verify the Observer’s comments, noting their findings in the Assessor Comments (on the back of the Practical Assessment cover page) and provide the assessment outcome.

	Resources required: 
Work team, workplace policies and procedures, WHS documents, records and recording documents, HR training records, access to current state regulator and legislation.

	Observer details

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Select Date.




	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Provide information to work team about WHS policies and procedures

	1.1A.  [bookmark: _Ref89416962]Locate and share with work team workplace and state appropriate and current WHS legislation and related workplace policies and procedures.
	
	1.1B.  [bookmark: _Ref89416981]Share information to work team about identified site hazards and outcomes of risk assessment and control.
	
	1.1C.  [bookmark: _Ref89416990]Communicate information in a way that was logically presented, clear and accurate.
	
	1.1D.  [bookmark: _Ref89416993]Communicate information using structure and language suitable for audience.
	
	1.1E.  [bookmark: _Ref89417018]Use questioning and active listening to clarify understanding and make the audience feel at ease during face to face communications.
	
	1.1F.  [bookmark: _Ref89417010]Use written format during WHS presentation that apply appropriate structure, layout and language to ensure the information is understandable by the audience. 
	
	2 Implement and monitor work team consultative arrangements for managing WHS

	[bookmark: _Ref89419281]Share information with team and demonstrate the importance of consultation mechanisms for the management of WHS risks using methods that are easy to understand.
	
	[bookmark: _Ref153872216]Adhere to workplace procedures for consultation by asking work team for opinions and information relating to the management of work area hazards.
	
	[bookmark: _Ref89419307]Manage issues raised through consultation using questioning, responding, explaining, clarifying and expanding on ideas and information as required, evaluating choices and determining severity based on workplace and legislated WHS requirements for determining risk levels and the hierarchy of controls.
	
	[bookmark: _Ref89419324]Communicate and report on potential new hazard upward according to site requirements.
	
	[bookmark: _Ref89419331]Communicate the outcomes of reporting upward with work team within acceptable workplace timeframes using appropriate verbal and written communication.
	
	3 Implement and monitor organisational procedures for providing WHS training to work team

	[bookmark: _Ref89422639]Access relevant HR records to determine white card, site induction, qualifications and licences held by team members.
	
	[bookmark: _Ref89422642]Complete a table or relevant workplace document to demonstrate team members training needs to meet work and legislated requirements. (Evidence of document is required.)
	
	[bookmark: _Ref89422651]Discuss training needs and methods of training available with individual team members, discussing and agreeing on training required and method to be applied.
	
	[bookmark: _Ref89422654][bookmark: _Ref153869720]Discuss and arrange training for team member with relevant stakeholder.(internal/external).
	
	[bookmark: _Ref89422671]Organise workplace learning opportunities for workers requiring or requesting specified WHS training.
	
	4 Implement and monitor organisational procedures and legal requirements for identifying hazards, and assessing and controlling risks

	[bookmark: _Ref89422684]Consistently use workplace documents and follow procedures to identify and report on hazards in work area.
	
	[bookmark: _Ref153870818]Use workplace documents and undertake hazard and incident reporting according to workplace requirements to meet WHS legislation.
	
	[bookmark: _Ref89422702]Adhere to workplace requirements to control risks using the hierarchy of control measures.
	
	[bookmark: _Ref89422709]Identify, report and monitor outcomes of reports on inadequacies in existing risk controls using the hierarchy of control measures according to WHS laws.
	
	[bookmark: _Ref89422718]Use approved processes to monitor outcomes of reports on inadequacies, as required, to ensure prompt organisational response.
	
	5. Implement and monitor organisational procedures for maintaining WHS records

	[bookmark: _Ref89423861]Complete and maintain WHS incident and near-miss records related to work area according to work place policies and procedures, and WHS laws.
	
	[bookmark: _Ref89423871]Use near-miss and historical data to determine risk levels when applying risk assessment. 
	
	[bookmark: _Ref89423987]Apply appropriate procedures for incident response, investigation, notification and reporting
	
	[bookmark: _Ref89423916][bookmark: _Ref153870963]Keep up to date on changes to WHS laws, and related organisational policies and procedures relevant to own role.
	


	OBSERVER COMMENTS
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Hello WHS Committee members

Kind Regards,

Team Leader
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Subject  Changes o risk rating- Sips at site office

Hello team leaders
The WHS committee has held a meeting to decide on the best solution for rating the risk of slips at the site office as
raised by one of the work teams recently.

During the meeting, it was mentioned that an incident occurred when the superintendent slipped at that exact location
recently, further validating the concerns.

From this incident and the concerns made by team members, the outcome is that slips as a hazard at the site office, should be
given arisk rating of high

As per organisational requirements, this consultation outcome needs to be communicated to all work teams and receive agreement
within three (3) business days.
Kind Regards,

Joeseph Bring|
WHS Committee member
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