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ASSESSMENT FOR BSBWHS408

	Student name
	BENJAMIN WILLIAMS

	Date of assessment submission
	24/12/2018


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· 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.
· [bookmark: _GoBack]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. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Services provided by contractors
	· Workbook response (below)

	2. Policies, procedures, processes, systems, practices and activities
	· Workbook response (below)

	3. Legislative requirements
	· Workbook response (below)

	4. Developing, implementing and evaluating improvements
	· Workbook response (below)





ACTIVITIES

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

	Name of workplace
	EDSS - Electrical Data and Security Services




	ACTIVITY 1 

	a) Identify two (2) on-site services that may be supplied by contractors to your workplace. For example:
· Labour hire and temporary workers
· Cleaning
· Catering
· Security
· Maintenance
· Repairs
· Installations and alterations 
b) Explain the context, situation and arrangement of how these services are provided.
c) Identify one (1) document that would support the contractor’s contract
· Explain where contracts and other relevant contract documentation would be found.




	Name of Service 1

	Cleaning - Tier 1 contractor

	Context, situation and arrangement of how service is provided

	EDSS utilises ‘Spring Clean’ to carry out the cleaning services at the corporate office (stocking and supplying designated facilities areas (dusting, sweeping, vacuuming, mopping, cleaning ceiling vents, restroom cleaning etc) and site offices (portable toilets and crib rooms). Cleaning at corporate office is done after business hours and on site offices before the sites open. 

	Supporting document and location

	Contractor’s Safe Work Method Statements and Hazardous Substance Register can be found in the WHS Contractor Management System. All contractor records will be retained in contract files which are kept confidentially by the Procurement team.   




	Name of Service 2

	Security - Tier 1 contractor 

	Context, situation and arrangement of how service is provided

	Security is used in the corporate office during and after business hours. All job sites - after hours security services provided to manage the risk of unauthorised access to the different workplaces. 

	Supporting document and location

	Workplace Safety Inspection Checklist can be found in the WHS Contractor Management System. All contractor records will be retained in contract files which are kept confidentially by the Procurement team.   




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify and describe the requirements of each of the following within your chosen organisation, with regards to contractor WHS arrangements:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system
e) WHS practice and activity (i.e. common practice that is not outlined in one of the above documents) 




	Name of WHS policy

	EDSS Workplace Health & Safety Policy 

	Requirements

	Under the Work Health and Safety Act 2011 (WHS Act), a contractor is a worker and is owed duties by the person conducting a business or undertaking. Where EDSS engages contractors to perform work, effective contractor procurement and management is essential to make sure WHS duties both to the contractors as workers, and third parties, are met.
Integrating health and safety requirements into contractor procurement and management prevents injury and helps fulfill health and safety obligations. EDSS must ensure the health and safety of all workers at work in the business or undertaking: who are engaged or are caused to be engaged by EDSS, whose activities in carrying out work are influenced or directed by EDSS. Contractors also have a duty as workers under the WHS Act. While at work, a contractor must take reasonable care for his or her own health and safety and take reasonable care that their acts or omissions do not adversely affect the health and safety of others.




	Name of WHS procedure

	Corporate Safety - Procedure - WHS Contractor Management 

	Requirements

	EDSS contractors are required to comply with the WHS requirements of their contract, comply with all lawful and reasonable safety directions provided by the EDSS employee or representative engaging the contractor.




	Name of WHS process

	Five Stages of the WHS Contracting lifecycle at EDSS:
1- Panel requirements identified and prepared for tender > Planning - Risk Assessments
2 - Contractor evaluation process > Evaluation (WHS Management plans, JSEA, SWMS)
3 - Contractor appointed to panel > Training & competency (inductions, licences, certificates of competency)
4 - Works execution > Monitoring and review - inspections, consultation, supervision, reporting
5 - Works Completion > Evaluation - Contractor performance

	Requirements

	Prior to commencing work activities the engaged contractor shall supply a job specific JSEA/SWMS for evaluation by the EDSS employee or representative engaging the contractor. Where required this may be reviewed in consultation with the WHS Team’s WHS Projects and Compliance Coordinator. The EDSS employee or representative engaging the contractor must retain all job specific WHS documentation with the work order for future reference.




	Name of WHS system

	EDSS Integrated Safety Management System

	Requirements

	EDSS is committed to the health and safety of all people in the workplace. Our Integrated Safety Management System (ISMS) supports EDSS’ contractor management framework, by providing the objectives and approach to the effective Work Health and Safety (WHS) management of contractors. Our ISMS outlines the WHS responsibilities of employees, managers and EDSS in relation to contractors, describes the WHS requirements for the selection, engagement, induction, consultation, monitoring and performance reporting of contractors undertaking work on behalf of EDSS. It also provides guidance to managers and workers in relation to contractor management obligations under the Work Health and Safety Act 2011 (Qld) and the Work Health and Safety Regulation 2011 (Qld).
Our ISMS adopts and is consistent with requirements outlined in the:
• Work Health and Safety Act 2011 (Qld)
• Work Health and Safety Regulation 2011 (Qld)
• Electrical Safety Act 2002 (Qld)
• Electrical Safety Regulation 2013 (Qld)
• AS/NZS 4801:2001 Occupational Health & Safety Systems - Specifications with guidance for use.




	Name of WHS practice and activity

	Procurement of Contractors

	Requirements

	EDSS must ensure WHS requirements are included in all stages of the procurement and contract management process. The procurement team will receive and forward WHS reports from contractors according to contract terms, review and retain records of contractors WHS performance and ensure the verification, recording and maintenance of all required licences and insurances occurs during the procurement process.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Identify one (1) of each of the following document types which addresses contractor arrangements and where such documents can be found:
a) Act
b) Regulation
c) Code of practice
d) Standard
e) Guidance publication

Identify a relevant excerpt or requirement from each document that assists with determining whether contractor arrangements within your nominated workplace (i.e. policies, procedures, processes, systems, practices and activities) are compliant.



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for determining compliance

	Section 7: A person is a worker if the person carriers out work in any capacity for a PCBU, including work as a contractor or subcontractor




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for determining compliance

	Division 2 - 19 Primary Duty of care
A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of a) workers engaged or caused to be engaged by the person; and b) workers whose activities in carrying out work are influenced or directed by the person; while the workers are at work in the business or undertaking.
A person conducting a business or undertaking must ensure so far as is reasonably practicable, that the health and safety of other persons is not put at risk from work carried out as part of the conduct of the business or undertaking. 




	Name and location of Regulation 

	The Work Health and Safety Regulation 2011 found at https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2011-0240 

	Relevant excerpt/requirement for determining compliance

	Division 2 - General Duties
308 - Specific control measure - signage identifying principal contractor
The principal contractor for a construction project must ensure that signs are installed, that a) show the principal contractor’s name and telephone contact numbers (including and after hours telephone number); and 
b) show the location of the site office for the project, if any; and
c) are clearly visible from outside the workplace, or the work area of the workplace, where the construction project is being undertaken. 




	Name and location of Code of Practice

	Code of Practice for Work Health and Safety Consultation, Co-operation and Co-ordination found at https://www.safeworkaustralia.gov.au/system/files/documents/1702/whsconsultationcooperationcoordination.pdf
 

	Relevant excerpt/requirement for determining compliance

	Part 5, Division 1, Section 46
Duty to consult with other duty holders
If more than one person has a duty in relation to the same matter under this Act, each person with the duty must, so far as is reasonably practicable, consult, co-operate and co-ordinate activities with all other persons who have a duty in relation to the same matter.




	Name and location of Standard

	Occupational Health and Safety Management Systems - Requirements with guidance for use ISO 45001:2018 - obtained original copy of standard through Lead Auditor training with PwC

	Relevant excerpt/requirement for determining compliance

	8 - Operation - 8.1 Operation and planning and control
8.1.14 Procurement
8.1.4.1 General
The organisation shall establish, implement and maintain a process(es) to control the procurement of products and services in order to ensure their conformity to its OH&S management system. 





	Name and requirement of Guidance Publication

	Guidance on the Interpretation of Workplace Exposure Standards for Airborne Contaminants -April 2013 - Safe Work Australia found at https://www.safeworkaustralia.gov.au/topics/workplace-exposure-standards-chemicals?page=1 I

	Relevant excerpt/requirement for determining compliance 

	2.3 Determining compliance
In many cases, compliance with the regulations can be achieved through the application of basic, well-known exposure controls. Exposure monitoring to check compliance with the exposure standard should only be conducted after controls have been put in place. Where there is doubt that the controls have been effective and to determine whether an exposure standard is being exceeded, air monitoring will be necessary. Expert judgement and advice maybe required to determine if compliance with exposure standards is being achieved. Compliance with exposure standards can only be determined by commissioning an air monitoring program. To determine compliance it is often necessary to conduct a number of exposure measurements, often involving a number of workers.  Compliance with an exposure standard can be demonstrated only when the exposure of individual workers or groups of workers is known, with an accepted degree of certainty, to be below the exposure standard. If safety concerns have been raised or an inspector has required air monitoring to be carried out, negotiation may be required with the regulator and workers about what extent of monitoring is required. 




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	For the purpose of improving contractor arrangements in your workplace, you are to develop a report (in the following structure), which evaluates current contractor practices and outlines improvements.

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose 
· Briefly identify the role of contractors within the organisation (e.g. services provided)
· Identify what you wish to achieve by conducting a review and evaluation of current WHS arrangements for contractors

2.0 CURRENT PRACTICES FOR CONTRACTORS
· Describe two (2) contractor arrangements in place at your organisation and how/where they are outlined.
· Identify the organisation’s WHS policies, procedures, processes and systems with regards to contractors.

3.0 LEGISLATIVE REQUIREMENTS
· Outline contractors’ WHS duties under the legislation
· Identify contractors’ WHS rights under the legislation
· Explain contractors’ WHS obligations under the legislation

4.0 REFLECTION ON BEST PRACTICE
· Identify examples of best practice in industry
· Compare best practice with current practice
· Identify areas for improvement

5.0 RECOMMENDATIONS
· Propose improvements to address needs, explaining how they would meet best practice and/or legislative requirements
· Identify how proposed improvements could be implemented
· Outline how improvements could be evaluated for effectiveness 

6.0 CONCLUSION
· Explain the importance of WHS to your company
· Identify contractors’ varying WHS duties, rights and obligations under the legislation
· Express the importance of improving practices


TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer to supportive documents specifically (e.g. section numbers of legislation, reference best practice and WHS information and data) so that the reader could refer to the legislation for more information if they wanted to.  





	1.0 INTRODUCTION

	EDSS is committed to the health and safety of all people in the workplace. This report supports EDSS’ contractor management framework by providing the objectives and approach to the effective Work Health and Safety management of contractors. This report adopts and is consistent with requirements outlined in the: 
• Work Health and Safety Act 2011 (Qld)
• Work Health and Safety Regulation 2011 (Qld)
• Electrical Safety Act 2002 (Qld)
• Electrical Safety Regulation 2013 (Qld)
• AS/NZS 4801:2001 Occupational Health & Safety Systems - Specifications with guidance for use.
The services provided by our contractors are: cleaning and security - across corporate office and job sites, lifting services and equipment hire (project based)
This report has been created to improve contractor arrangements in our workplace and will evaluate current contractor practices and outlines improvements. 

	2.0 CURRENT PRACTICES FOR CONTRACTORS

	The arrangements used to procure and manage contracting services differ depending on the process used to engage the contractor. EDSS has a range of legislative and other WHS obligations associated with the management of contractors. To ensure EDSS managers and workers meet their WHS contract management obligations, information is provided on the different procurement arrangements as follows:
1 - No-arrangement contractor (lifting services - crane) and equipment hire (EWPs) - a company that has an ad hoc contractual relationship with EDSS. No-arrangement contractors are engaged via a purchase order or contract, following an assessment by the EDSS employee or representative engaging the contractor to confirm they meet EDSS’ WHS requirements suitable for the task or activity they have been engaged to perform. 
2 - Arrangement Contractor - a company that has been appointed by EDSS after meeting EDSS’ WHS commercial and performance requirements through a tender evaluation process.
The Project Manager will conduct a pre-start meeting with the contractor prior to the works commencing. This meeting must clarify all WHS requirements (including but not limited to Permits to Work, site access, known site hazards). At this meeting a schedule for project monitoring (site inspections, safety observations) WHS reporting requirements and meetings will be agreed upon. 
All contractor management information is included in the EDSS Work Health and Safety Contractor Management Procedure which is part of the EDSS Integrated Work Health and Safety Management System. 


	3.0 LEGISLATIVE REQUIREMENTS

	Duties: The WHS Act requires the duty holder to ensure health and safety, so far as is reasonably practicable, by eliminating risks to health and safety. If this is not possible, risks must be minimised so far as is reasonably practicable.

The cleaning company business supplies their own chemicals and the equipment hire (crane, EWPs, etc) - they have a duty to ensure health and safety in the workplace. They must ensure all workplace activity relating to the plant, structure or substance, including its handling, storage and disposal or dismantling is without risks to health and safety when used for its intended purpose. They must carry out or arrange tests and examinations sufficient to ensure that the supplied plant or substance is safe without risks to health or safety when used for its purpose. Alternatively they must ensure that these tests and examinations have been carried out. 

Rights: ceasing unsafe work, participating in consultation, notifying health and safety issues, the duties owed to you by your organisationand the Commonwealth PCBU. 

	4.0 REFLECTION ON BEST PRACTICE

	Obligations: participate in the consultation process. As a contractor working in a shared workplace it is important to recognise that all PCBUs contributing to a specific work activity must consult with workers and each other about health and safety issues. Contractors performing work at, with or for a Commonwealth agency are referred to as ‘workers’ under the WHS Act. Consultation is a major part of workplace health and safety and as a contractor - and also a worker - it is important that they understand their role, rights and responsibilities and the workplace processes that exist in order to fully engage and effectively participate in the process. 

Contractors and Subcontractors under the Work Health and Safety Act 2011 https://www.comcare.gov.au/__data/assets/pdf_file/0019/106363/WHS_052_05176_Aug18_v1_002.pdf 

	5.0 RECOMMENDATIONS

	A schedule for project monitoring (site inspections, safety observations), WHS reporting requirements and meetings will be agreed upon between the Project Manager, WHS Team and other relevant parties. This may occur at the pre-start meeting, or for major projects this may be undertaken during the post contract award WHS document review. 
The Project Manager, with the support of WHS Advisors and site stakeholders, is to verify the implementation of the contractor’s WHS management plan and associated SWMS and JSEA by conducting: formal and informal site and document inspections/audits, meetings to review WHS performance, project WHS management plan audits. Monitoring of the implementation of the contractor’s WHS management plan and associated SWMS and JSEAs will be in accordance with the agreed schedule developed at the pre-start meeting. Frequency monitoring will be determined by the WHS risk rating of the contract.
Additional workplace inspections, safety observations, etc will be conducted as required where high risk stages of the project are identified during the project planning or where the contractor’s WHS performance may require an increase in monitoring. This is at the discretion of the Project Manager in consultation with the WHS Manager.
The contractor is required to revise, update and communicate their WHS management plan, SWMS and JSEA whenever there is a change to the current work process, change in site conditions or when monitoring identifies a need to do so. Updated WHS management plans, SWMS and JSEA are to be reviewed by the Project Manager and WHS Manager.
Contractors are also required to provide WHS Performance Reports as per contract conditions. The Project Manager will review the report (if required this may be in consultation with the WHS Team) and discuss concerns or issues with the contractor at project meetings. All contractors are required to notify EDSS of any incidents or near misses and WHSQ of any notifiable incidents or dangerous event as required by the Work Health and Safety Act 2011, Work Health and Safety Regulation 2011, Electrical Safety Act 2000, and the Electrical Safety Regulation 2013. Contractors will be requested by the Project Manager to provide EDSS the following in writing as soon as practicable: a report of the incident, a copy of the incident investigation report, including outcomes of all incident investigations, details of corrective actions implemented as a result of the investigation. All contractor WHS incidents will be investigated in consultation with the Project Manager and in accordance with the WHS Incident Investigation Procedure.
If during the performance of work under the contract it is observed that the contractor is not conducting the work in compliance with WHS legislation, WHS management or plans or SWMS, conducting the work in such a way as to endanger the safety of workers of the general public. The person observing the unsafe behaviour must direct the contractor to immediately cease the activity, make safe and remedy the WHS breach and notify the Project Manager. The Project Manager will issue a Notice of Non-Conformance. If the WHS breach is not rectified as requested, the Project Manager will direct the contractor to suspend all work until such time as the contractor provides evidence to the Project Manager that the work will be resumed in a safe manner. The contractor will be required to identify the root cause/s of the non-conformance and implement corrective and preventative actions within a specified timeframe. The status of corrective and preventative actions shall be regularly reviewed and reported at project/site meetings until completion. If the contractor fails to rectify any breaches of WHS for which has been suspended, or if the contractor’s performance has involved recurring breaches of WHS, EDSS may terminate the work in accordance with and subject to the relevant contract terms, depending on the severity of the issue. 
After the completion of each contract, the Project Manager shall review and evaluate the contractor’s WHS performance. The result of the review and evaluation will form part of the overall evaluation process for future tenders. The contractor WHS evaluation is to be completed in line with the EDSS Procurement procedures. 


	6.0 CONCLUSION

	Workplace safety is very important for each and every EDSS employee because we all the desire to work in a safe and protected atmosphere. We all want to go home safely at the end of the day. Health and safety is the key factor for all in order to promote the wellness of both employers and employees. Our Safety Culture places a high level of importance on safety beliefs, values and attitudes - and these are shared by the majority of people within EDSS. We strongly believe a positive safety culture can result in improved workplace health and safety and organisation performance.
We also believe in promoting a continuous improvement culture by encouraging worker’s participation, remove barriers to improvement and welcome improvements of all types, provide support for improvement and recognise and reward improvement work. We have seen positive results in the past such as increased productivity, improved quality, improved employee satisfaction/morale and reduced employee turnover rate. 
 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following services are more likely to be supplied by contractors? Select all that apply.
☒	Repair work
☒ 	Installation of equipment
☐ 	Fire wardens
☐ 	Management

	☐

	2. The definition for ‘worker’ under the Work Health and Safety Act 2011 (Qld) includes contractors. 
☒	True
☐ 	False

	☐

	3. As contractors are not employees, they are not required to be consulted with regards to WHS matters. 
☐	True
☒ 	False

	☐

	4. Due to the different nature of contractor arrangements, contractors may be required to have a separate workplace induction. 
☒	True
☐ 	False

	☐

	5. All information relevant to a contractor must be exclusively included in their contract. 
☒	True
☐ 	False

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated (using the handouts provided) or real.

	TASKS
	VERIFIED

	A. Access contracts (and other relevant contract documentation, information and data) to:
· Identify the services supplied by contractors
· WHS arrangements relevant to contractors
· Identify contractor WHS workplace policies, procedures, processes, systems, practices and activities
	☒

	B. Compare contractor WHS policies, procedures, processes, systems, practices and activities with requirements under WHS legislation.
	☒

	C. Consider best practice/legislative requirements and identify any areas of improvement for contractor WHS policies, procedures, processes, systems, practices and activities.
	☒

	D. Develop potential improvements to contractor WHS policies, procedures, processes, systems, practices and activities – outlining requirements for implementation and evaluation of these improvements. 
	☒

	E. Develop an electronic presentation outlining your findings, and present this to the PCBU.
	☒

	Name of observer
	BRIGITTE BIASON

	Role of observer 
(Confirm their suitability to sign)
	☒ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	0418 789 082

	Email address of observer
	brigittebiason@hotmail.com

	Signature of observer
	
	Date
	18/12/2018
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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