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ASSESSMENT FOR BSBWHS403

	Student name
	Amelia Fernandez de Viana

	Date of assessment submission
	Click here to enter a date.


	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.
· 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. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Queen’s Wharf Excavation

	Workgroup
	Probuild



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Elected Health and safety representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	As part of their participation on behalf of workers, HSRs may:
· Monitor the compliance of the business
· Investigate complaints about WHS matters
· Inquire into risks to health or safety
· Inspect the workplace after giving reasonable notice
· Accompany inspectors during inspections of the workplace
· Direct to cease unsafe work and issue a Provisional Improvement Notice (PIN) [if they have completed the required training]


	Documents which outline roles, duties, rights and responsibilities

	Under Section 68 of the Work Health and Safety Act - Powers and functions of health and safety representatives

Division 2 of Work Health and Safety Regulation 2011 - Health and Safety Representatives

Section 4.3 of Work health and safety consultation, co-operation and co-ordination Code of Practice - Consulting using health and safety representatives and committees.

Section 7.1 of Health Safety and Environmental Management Plan for Probuild Constructions Australia  

	Communication method and timeframe

	Inspect workplace after giving reasonable notice and meetings with workers to discuss information as well as email or newsletter





	Name of Individual/Party 1

	PCBU (Person conducting a business or undertaking)

	Roles, duties, rights and responsibilities regarding consultation and participation

	All PCBU have specific duties under WHS Act. These include: sharing relevant information with workers, Provide workers with a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision-making processes, Take into account the views of workers, Advise workers of the outcome of the consultation in a timely manner: 

	Documents which outline roles, duties, rights and responsibilities

	Part 5, Section 47 and Section 49 of the Work Health and Safety Act 2011 (QLD) Deals with consultation, representation and participation within the work place. Section 47 requires the PBCU to consult workers. Section 49 when consultations on WHS matters is required.

Division 3 of Work Health and Safety Regulation 2011 -  Duties of person conducting business or undertaking

Section 1 of Work health and safety consultation, co-operation and co-ordination Code of Practice - Consulting, co-operating and co-ordinating activities with other duty holders

Probuild’s Management plans and system outline requirements and responsibilities within the business.


	Communication method and timeframe

	Advise workers of the outcome of the consultation in a timely manner, as soon as practicably possible information should be shared with the workers. PCBU has 14 days to start negotiations if an issue is raised.  




	Name of Individual/Party 2

	Health and Safety Committees (HSCs) 

	Roles, duties, rights and responsibilities regarding consultation and participation

	The key functions of a HSC are to:
· Facilitate cooperation between the business and workers in instigating, developing and carrying out measures designed to ensure the health and safety of workers at work
· Assist the business to develop standards, rules and procedures relating to WHS that are to be followed or complied with at the workplace
· Undertake any other functions prescribed by the Regulations or as agreed between the business and the HSC
Health and Safety Committees:
· Raise, discuss and resolve WHS issues raised by workers
· Examine and consider WHS audits and reports
· Consider how changes impact on WHS of workers
· Consider training and awareness needs of workers


	Documents which outline roles, duties, rights and responsibilities

	Under Division 4. Section 75 - Section 78 of the Act – Health and safety committees
Section 75: A person conducting a business or undertaking must establish a health and safety committee within two months after being requested to do so by 5 or more workers, or by a health and safety representative, at the workplace.
Section 76: Health and safety representatives may choose to be members of the health and safety committee. In total, at least half of the members of the committee must be workers who are not nominated by management. If you and your workers cannot agree about the health and safety committee in a reasonable time, either party can ask the regulator to appoint an inspector to decide on the make-up of the health and safety committee, or whether it should be established at all.
Section 78: Health and safety committees must meet at least every 3 months

Section 4.3 of Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011 -  Consulting using health and safety representatives and
Committees

Probuild’s Health, Safety and Environment plans and procedures have recommendations and requirements in regards to HS committees


	Communication method and timeframe

	Newsletter pin up in crib rooms, email or quick toolbox, as soon as practically possible




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	Weekly sit down to discuss all aspects of the job and current work. 

	Your involvement in set up and running of process

	Organising meeting minutes – typing and printing copies and taking minutes during the meeting on behalf of the other staff members. 

	How you communicate with individuals and parties about process

	Email and meeting reminder set up on computers. Meeting minutes are sent out every week..

	How you support participation of individuals and parties in process

	Everyone is given an opportunity to speak up and discuss or raise an idea or their opinion on things. 




	Name of process 1

	Online Training 

	Describe process

	Training designed and organised by the company for workers to complete on computers usually via the internet or the intranet. Usually interactive interface involving reading and answering questions. 

	Your involvement in set up and running of process

	Help others through the online course. Ensuring everyone completes the course in the proper time.

	How you communicate with individuals and parties about process

	Emails are sent out from HR, Onsite training manager keeps register and helps everyone complete the course. Spoken about at meetings onsite and in Main office

	How you support participation of individuals and parties in process

	Work through course together and help each other when stuck. Ensure everyone has completed course in designated time.




	Name of process 2

	Newsletter/ Notices

	Describe process

	Usually one or two pages of writing or a poster describing an update in the business/site/workplace – emailed and printed and handed out/ placed on notice board.

	Your involvement in set up and running of process

	Collecting and collating the information for the newsletter or notice. Putting together the poster or newsletter

	How you communicate with individuals and parties about process

	Meetings, informally and on notice boards. 

	How you support participation of individuals and parties in process

	Handing out of notice/poster and ensuring everyone is aware of the update. Helping direct people to where they can find the notice




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Person Conducting a Business or Undertaking (PCBU)

	Required for effective involvement in consultation and participation 

	PCBU at a workplace may establish a health and safety committee 

	Training that may be provided to assist

	Training on procedures for how cooperation and consultation between Health and Safety Committee and PBCU

	Your involvement in delivery of training

	Helping collate all information and procedures into documentation for PBCU and health and Safety committee




	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	HSR may direct a worker to stop work if there is reasonable concern that the work exposes a worker to serious risk to their health and safety.

	Training that may be provided to assist

	HSR attend training to learn the requirements in place before a worker can be asked to stop work

	Your involvement in delivery of training

	EnSuring any HSR have been trained or have organised to be trained and received leave for the training.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Timing and Shift Work - Not everyone can be physically present at time of consultation/ participation meeting.

	Measure to remove barrier

	Providing better access to WHS Information 

	Contribution to development of measure

	Allowing workers to access the information at all times via written communications (emails, online, newsletter or print out). Having a Representative on all shift to allow information be communicated. 

	Contribution to implementation of measure

	Ensure crib rooms have copies of newsletter/print out, organise meeting/training for all shifts 

	Contribution to evaluation of measure

	Ask for feedback from workers, compare success rate implementation of training to other versions of training. Check attendance rates compared to attendance rates at a different time. 




	Describe barrier 2

	Geography – Not everyone can be physically present at time of consultation/ participation meeting.

	Measure to remove barrier

	Conduct a number of different training course so every has an opportunity to attend. Allow for information to be available. 

	Contribution to development of measure

	Personalising information and presentation per each location so it is tailored to fit within different demographics, objectives, etc. Ensuring the appropriate information is available to all workers.

	Contribution to implementation of measure

	Editing to ensure message is clear and concise, ensure there is verbal communication as well as written.  

	Contribution to evaluation of measure

	Ask for feedback from workers, compare success rate implementation of training to other versions of training.




	Describe barrier 3

	Literacy – There could be different abilities in literacy and some may have a hard time interpreting the information

	Measure to remove barrier

	[bookmark: _GoBack]Ensuring there is multiple communication methods

	Contribution to development of measure

	Use of Picture Diagrams, Verbal, written or physical training, translations to native languages

	Contribution to implementation of measure

	Ensure everyone has an opportunity to access the information in a way they can understand. 

	Contribution to evaluation of measure

	Small questionnaire or have the information explain back to trainer to ensure everyone is competent in the new information. Ask for feedback on method of communication 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	Team meetings
☒ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☒ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture related to WHS
☒ 	Having separate work sites

	☐




	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 or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☐

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☐

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☐

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☐

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☐

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☐

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☐

	Name of observer
	

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

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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