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BSBWHS514 
Manage WHS compliance of contractors 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS514 Manage WHS compliance of contractors 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
	

	Participant signature
	


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

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Quiz
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBWHS514
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Quiz
 Workbook
 Practical Assessment
 Presentation materials (e.g. PowerPoint)
	 WHS induction documentation for each contractor
 Incident report forms illustrating non-compliances
 Emails with contractors addressing non-compliance
 Updated WHS requirements and induction documentation for contractors



	Assessor name
	

	Assessor signature
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	Assessment Summary - BSBWHS514 Manage WHS compliance of contractors
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WORKBOOK


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, 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. 




	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.

	




NOTE

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

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. For example, in Queensland refer to https://www.worksafe.qld.gov.au/

For the following activities, name a workplace that you wish to examine. 

	Name of workplace
	




	ACTIVITY 1  [bookmark: _Ref35349341]

	Identify the types of contractor-related compliance requirements that may be established through each of the following:
a) [bookmark: _Ref66884870][bookmark: _Ref66885017][bookmark: _Ref67297404][bookmark: _Ref66884037]Legislation and regulations (i.e. duties, rights and obligations of both contractors and management – including those relating to required resources and equipment)
b) [bookmark: _Ref66884929]Tender documentation, including requirements for subcontracting
c) [bookmark: _Ref66884043]Contractor selection processes and guidelines
d) [bookmark: _Ref66884048][bookmark: _Ref66883833]Contract documentation, including nature, scope and location of services to be provided, and requirements for subcontracting
e) [bookmark: _Ref159239182]Induction processes




	Legislation 

	

	Legislation (continued)

	



	Tender documents

	



	Contractor selection processes and guidelines

	





	Contract documentation 

	



	Induction processes

	




	Satisfactory Outcome
	
	




	ACTIVITY 2  [bookmark: _Ref35349352]

	Identify and describe the WHS requirements found your organisational WHS policies, procedures, processes and systems for the following areas:
a) [bookmark: _Ref66882586]Establishing and documenting WHS-related lead and lag KPIs relating to contracted services
b) [bookmark: _Ref66882624][bookmark: _Ref66882655]Management communicating WHS requirements to contractors and required personnel
c) [bookmark: _Ref159238831]Agreeing on and documenting required response in relation to non-compliance




	Establishing and documenting WHS KPIs relating to contracted services

	Document(s)

	

	Requirements

	



	Management communicating WHS requirements to required contractors and required personnel

	Document(s)

	

	Requirements

	



	Agreeing on and documenting required response in relation to non-compliance

	Document(s)

	

	Requirements

	




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref159238777]

	Consider how you would monitor contractor compliance within the workplace:
a) [bookmark: _Ref66948304]Provide two (2) examples of lead KPIs and two (2) examples of lag KPIs that you might use when reviewing contractor services for compliance with WHS requirements.
b) [bookmark: _Ref66948321]What methods should be used to identify and investigate contractor non-compliances with lead and lag WHS KPIs?
c) [bookmark: _Ref66948326]Identify why you should discuss non-compliances with the contractor and how agreed responses to non-compliances might be recorded.




	Review methods

	Lead KPIs

	

	Lag KPIs

	




	Investigating non-compliances

	




	Addressing non-compliance

	




	Satisfactory Outcome
	
	




	ACTIVITY 4  [bookmark: _Ref159238962]

	It is important to review WHS requirements in relation to contractors
a) [bookmark: _Ref66969148][bookmark: _Ref66969154]Who might you seek feedback from on revised WHS requirements and guidance?
b) [bookmark: _Ref159238982]To which personnel would you distribute updated contractor WHS requirements?




	Seeking feedback on revised WHS requirements and guidance

	




	Personnel to be notified of updated contractor requirements

	




	Satisfactory Outcome
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Quiz


	Participant name
	




	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 one (1) hour, 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.

	




Q1.  [bookmark: _Ref67303063]Which of the following documents might contain contractor WHS compliance requirements? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Contracts
	

	
		Induction material
	

	
		Legislation
	

	
		Organisational policies and procedures 
	

	
		Selection processes and guidelines
	

	
		Tender documentation
	




[bookmark: _Ref67318284]True or False (Tick your response): Management is always required to provide all resources and equipment to a contractor.

	Answer
		True 
	
	

	
		False 
	
	




Q2.  [bookmark: _Ref67307675]Which KPIs provide information about implementation? 
Tick your response.

	Answer
	Choice
	Possible Answers
	

	
		Lag KPIs
	

	
		Lead KPIs
	




Q3.  [bookmark: _Ref67307676]Which KPIs provide information about effectiveness? 
Tick your response.

	Answer
	Choice
	Possible Answers
	

	
		Lag KPIs
	

	
		Lead KPIs
	





Q4.  [bookmark: _Ref67316878]Which of the following contribute to the development of lead and lag KPIs? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Hazard identification
	

	
		Risk control
	

	
		Outcome analysis
	




Q5.  [bookmark: _Ref45892320]Which of the following documentation may be referred when investigating contractor WHS non-compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Checklist at completion of induction 
	

	
		Incident report form
	

	
		Inspection report
	



[bookmark: _Hlk67302910]
Q6.  [bookmark: _Ref46129217]Which actions may take place when addressing contractor WHS non-compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation with contractors 
	

	
		Consultation with management
	

	
		Draft and seek approval to improve contractor WHS requirements across the organisation
	

	
		Document adjustments to WHS contractor compliance requirements 
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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. 1.1B. 1.1D. 
	Specify industry contractor induction was applied to: 


	1.2C. 
	Specify how contractors were contacted with non-compliance information:


	1.3C. 
	Specify how PCBU feedback was obtained:





BSBWHS514
Manage WHS compliance of contractors

	Practical Task 1

	Description of task:
The participant is to develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, in a simulated environment arranged with your Assessor) aimed at the PCBU, providing proposed updates to contractor WHS requirements. The contractor services may relate to the provided case studies or actual contractor services.

As part of the presentation, the participant must:
· Outline the scope of two (2) contractors that each provide different services
· Identify the legal and workplace requirements for contractor WHS compliance
· Explain how WHS Key Performance Indicators (KPIs) for the contractors have been established
· Provide documentation from induction process undertaken with each contractor
· Provide examples of each contractor’s non-compliance and required follow up, resulting from workplace inspections and documented incident report forms
· Identify how the contractor has been consulted to address areas on WHS non-compliance (e.g. emails)
· Offer adjustments to organisational WHS requirements and inductions for contractor services, seeking feedback from PCBU

After the meeting you are required to document the agreed upon improved WHS requirements and induction documentation for distribution with contractors.

The participant is to submit the following evidence with this Practical Assessment sheet:
· Presentation materials (e.g. PowerPoint)
· WHS induction documentation for each contractor
· Incident report forms illustrating non-compliances
· Emails with contractors addressing non-compliance
· Updated WHS requirements and induction documentation for contractors

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Case studies (if required), computer, workplace documentation (policies, procedures, processes, systems – HO1, HO2, HO3, HO4).



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

	1 Contractor WHS induction

	[bookmark: _Ref45890181]Identify services supplied by contractors, their proposed work arrangements and places of work.
	
	[bookmark: _Ref45890188]Identify and review legal and organisational WHS requirements with regards to each contractor, and identify how such information is made accessible.
	
	[bookmark: _Ref67299503]Explain how WHS-related lead and lag key performance indicators (KPIs) were established for each contractor.
	
	[bookmark: _Ref45890203]Outline WHS induction briefing for each contractor (including communicated WHS requirements).
	
	2 Monitoring and addressing contractor WHS compliance

	[bookmark: _Ref45890303]Review contractor services against WHS requirements and established KPIs.
	
	[bookmark: _Ref45890313][bookmark: _Ref387224637]After workplace inspections, complete incident report forms to document contractor WHS non-compliance.
	
	[bookmark: _Ref45890320]Provide documented evidence of consultation with contractors and outcomes to address areas of WHS non-compliance.
	
	[bookmark: _Ref67299845]Make recommendations about organisation-specific WHS requirements and induction documentation for contractor services.
	
	3 Presenting and updating contractor WHS requirements

	[bookmark: _Ref36106065][bookmark: _Ref44065554]Develop a presentation which illustrates to PCBU the WHS compliance of contractors.
	
	[bookmark: _Ref44065556]Deliver presentation (in person/via live stream video).
	
	[bookmark: _Ref67299858]Seek PCBU feedback about revised WHS requirements and induction materials.
	
	[bookmark: _Ref67299863]Document improved processes (considering PCBU adjustments) for implementation with workers.
	



OPTIONAL CASE STUDY

The PCBU, Australia Post, has two contractor agreements in place:
· Contractor 1: Mail and Parcel Contractor
· Refer to Handout 1 for details of the contract agreement
· Contractor 2: Cleaning Contractor
· Refer to Handout 4 for details of the contract agreement

Both contractors have organisation-specific WHS documentation they must observe:
· Refer to Handout 2 for WHS Management Template Plan – the participant should complete the following -
· Attachment 1 (pp. 4-5)
· Attachment 4 (p. 8) 
· Attachment 5 (p. 12)
· Attachment 6 (p. 13)
· Refer to Handout 3 for Work Health and Safety Standards

Both contractors have also agreed to observe the following Codes of Practice:
· How to manage work health and safety risks
· Managing risks of hazardous chemicals in the workplace

In the event of an incident, an Incident Report Form is to be completed (Refer to Handout 2 Attachment 7, pp. 14-15).


SCENARIO 1:
Contractor 1 was involved in a manual handling incident. They were not observing appropriate posture whilst lifting a parcel weighing 20kg. They did not utilise load shifting equipment or ask for assistance for a team lift.


SCENARIO 2:
Contractor 2 was undertaking after-hours cleaning tasks and mishandled some cleaning products, causing a chemical burn on their skin. Contractor 2 provided the equipment and chemicals. The Safety Data Sheet (SDS) and gloves were available but were not used.
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