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BSBWHS418 
Assist with managing WHS compliance of contractors 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS418 Assist with managing 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
	Ho Ling Sandy Ma 

	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 BSBWHS418
	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)
 Agenda for contractor inductions
 Completed WHS induction checklist for each contractor
 Incident report forms illustrating non-compliances
 Emails with contractors addressing non-compliance



	Assessor name
	

	Assessor signature
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BSBWHS418 
Assist with managing WHS compliance of contractors

WORKBOOK


	Participant name
	Ho Ling Sandy Ma 




	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
	BMD Construction




	ACTIVITY 1  [bookmark: _Ref46133309]

	a) [bookmark: _Ref46133312]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) [bookmark: _Ref46133314]Explain the following:
· Context and situation of how these services would be required
· Location of the work required
· The process and stakeholders involved in the arrangement of these services
c) [bookmark: _Ref46133342]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

	Sewage collection

	Context, situation, location and arrangement of how service is provided

	Contractor will send a sewage collecting truck to the site twice a week every Monday and Thursday. The truck will collect sewage from the main compound and also the Portaloo on the site at different gate. 
Once the truck driver finishes the collection, they will come into the office. The admin team will sign their dockets. The dockets come with 3 copies. They will keep one copy for record, and we will keep the rest of the copies as record. The copies will then enter into the system for invoicing and keep track of waste generated during the project.  

	Supporting document and location

	Document: Position description of contractor which outline the role of the contractor, the environmental, safety responsibilities of the contractor.

Relevant documents can be found online on the internal system.  




	Name of Service 2

	Labour Hire

	Context, situation, location and arrangement of how service is provided

	The contractor signed the contract with BMD construction to provide labours for the project. Notices will be given to the contractor in advance if the site need extra labours. New labours come to site will need to finish an induction, show their driver licences and other relevant qualification, such as white card, and complete all the paperwork before they can actually start working on the site. And the working location will depends on the projects and allocation of job tasks. 

During the induction, contractor will be advised of their environmental and safety responsibilities to work on site, same as all the other employees. And this is included in the contract as well, which cover not just the environmental and safety responsibilities, but also the insurance, other WHS requirement, terms and conditions of failure to provide service on time etc.    

	Supporting document and location

	Document: Contract (Labour Hire)

Relevant documents can be found online on the internal system. 




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref46133637]

	Identify and describe the requirements of each of the following within your chosen organisation, with regards to contractor WHS arrangements (including induction processes):
a) WHS policy
b) [bookmark: _Ref46135152]WHS procedure
c) [bookmark: _Ref46135155]WHS process
d) WHS system
e) [bookmark: _Ref46133882]WHS practice and activity (i.e. common practice that is not outlined in one of the above documents) 




	Name of WHS policy

	Safety Policy 

	Requirements

	All BMD workers (including staff, both permanent and temporary) and our contractors are responsible for complying with the relevant WHS legislation, work safely, comply with BMD’s procedure and to report any unsafe situations. 

And to meet the WHS obligations, BMD will consider occupational health, safety and good wellbeing performance when selecting contractors, subcontractors, consultants and suppliers.  




	Name of WHS procedure

	Contractor Management Procedure

	Requirements

	The document shows the procedure for adding a new contractor to the portal, from activating the account to adding qualification to the profile. 




	Name of WHS process

	Health Safety and Environmental (HSE) Issue Resolution Process 

	Requirements

	It stated that all BMD employees, HSE representatives, contractors or any other person engaged in the performance of work should follow the HSE Issue Resolution Process. 

The process is to ensure when a HSE issue arises, the correct resolution process is to be followed, such as the first person you would discuss with, and who you should reach out when the issue is still not resolved and moving up to the next level of management.  




	Name of WHS system

	Sharepoint is one of the WHS System in our company. 

	Requirements

	The Sharepoint summarises all the Work Health and Safety related policies, processes, and procedures. It contains sets of policies, such as safety policy, personal protection equipment policy, heat stress management policy; procedures, such as working at height management, confined spaces management; processes, such as Job Hazard Analysis card, Work Method Statement, confined space entry permit.    




	Name of WHS practice and activity

	Job Hazard Analysis (JHA) card 

	Requirements

	Supervisor will start a new JHA card every week or when there is change in working environment. JHA card will list the main steps of the task, the safety and environmental hazards, controls to eliminate or minimise the risk of the hazards, equipment to be used for the task. All employees, contractors or other person on site need to read and sign the card when they are in that area.  



	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref46133641]

	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) 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)  

	

	Relevant excerpt/requirement for determining compliance

	 




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2011 (Qld) - document can be found online: Work Health and Safety Act 2011 - Queensland Legislation - Queensland Government

	Relevant excerpt/requirement for determining compliance

	Under section 28, workers (including contractors) have the duties to take reasonable care for his or her own health and safety; and take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons; and comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with this Act; and co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers.






	Name and location of Regulation 

	Work Health and Safety Regulation 2011 (Qld) - document can be found online: 

	Relevant excerpt/requirement for determining compliance

	In Part 3.2 of the Regulation, it provides the details about the requirement of the Act. Such as the duties of PCBU to provide first aid, adequate accessible facilities, Personal Protective Equipment etc. And this is not just for the workers, but also for the  contractors as well.  




	Name and location of Code of Practice

	Work Health and Safety Consultation, Cooperation and Coordination - document can be found online: Model Code of Practice Work health and safety consultation, co-operation and co-ordination (safeworkaustralia.gov.au) 

	Relevant excerpt/requirement for determining compliance

	Under section 46 of the Act, PCBU is required to consult with other duty holders, such as contractor. The code of practice above provides guidance with respect to consultation. 




	Name and requirement of Guidance Publication

	Workplace bullying: Legislative requirements- document can be found online: Workplace bullying: Legislative requirements | WorkSafe.qld.gov.au

	Relevant excerpt/requirement for determining compliance 

	The note provided businesses with practical guidance and assistance on how to identify and manage the risks of bullying in their workplace, not just to protect the employee but also the contractors as well. 




	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref46133596]

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

1.0 [bookmark: _Ref46133603]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 [bookmark: _Ref46133611]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 [bookmark: _Ref46133650]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 [bookmark: _Ref46133806]REFLECTION ON BEST PRACTICE
· Identify examples of best practice in industry
· Compare best practice with current practice
· Identify areas for improvement

5.0 [bookmark: _Ref46134911]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.  





	2.0  INTRODUCTION

	BMD is a national group of companies engaged in engineering design, construction and land development for clients and partners in the urban development, transport infrastructure and resources and energy sectors. 

There are a few contractors at this project. For example, there are contractor that come in and collect the regulated waste, general waste, recycling waste and sewage from the site; we also have contractors that design the erosion and sediment control plan; contractor for labour hire, machinery hire, traffic control, supplier that provide sand, rocks, and pipes etc.

By conducting a review and evaluation of current WHS arrangements for contractors, I wish everyone can be on the same page and understand their role; to ensure contractors are provided with access to th relevant WHS documentation to enable them to fulfil their role; and also to document that the contract has completed the WHS induction process. 




	2.1  CURRENT PRACTICES FOR CONTRACTORS

	Two contractor arrangement in place: 
1.The contractor need to ensure that all personnel who are required to access the site to register details with BMD’s Contractor Management System (CMS); have completed a functional capacity evaluation to the minimum required standard; have completed a clean drug and alcohol screen; have completed all required BMD Online Training (BOLT) modules; and have uploaded confirmation of tickets and other qualifications; and any plant to be used on Site has been recorded in the Plant Assessor Portal and has a current plant risk assessment completed, unless advised by the Contractor's Representative that this is not required. 

This is listed on the contract with the contractor and uploaded to contractor management in the internal system.

2. The contractor must carry out and complete its obligations under the Contract in accordance with the WHS Requirements; consult with the Contractor in relation to how its obligations under the Contract can be undertaken in a way that prevents or minimises all risks to health and safety; and comply with all lawful Directions of the Contractor in connection with the WHS Requirements. 

This is listed on the contract with the contractor and uploaded to contractor management in the internal system.

WHS policy: Safety policy - All BMD workers (including staff, both permanent and temporary) and our contractors are responsible for complying with the relevant WHS legislation, work safely, comply with BMD’s procedure and to report any unsafe situations. 

And to meet the WHS obligations, BMD will consider occupational health, safety and good wellbeing performance when selecting contractors, subcontractors, consultants and suppliers.  

WHS procedure: Contractor Management Procedure - The document shows the procedure for adding a new contractor to the portal, from activating the account to adding qualification to the profile.

WHS process: Health Safety and Environmental (HSE) Issue Resolution Process - It stated that all BMD employees, HSE representatives, contractors or any other person engaged in the performance of work should follow the HSE Issue Resolution Process. 

The process is to ensure when a HSE issue arises, the correct resolution process is to be followed, such as the first person you would discuss with, and who you should reach out when the issue is still not resolved and moving up to the next level of management.  

WHS system: Sharepoint - The Sharepoint summarises all the Work Health and Safety related policies, processes, and procedures. It contains sets of policies, such as safety policy, personal protection equipment policy, heat stress management policy; procedures, such as working at height management, confined spaces management; processes, such as Job Hazard Analysis card, Work Method Statement, confined space entry permit.     

	2.2  LEGISLATIVE REQUIREMENTS

	The Work Health and Safety Act 2011 (Qld) covered the workers’ (contractors included) work health and safety duties, right and obligations in different sections of the Act. 

Under section 28 of the Act, workers have the duties to take reasonable care for their own health and safety, take reasonable care for the safety of others, comply with the reasonable instructions of a PCBU and cooperate with the PCBU’s reasonable policies or procedures for health and safety. 

Under section 84 of the Act, a worker may cease, or refuse to conduct work if the worker has a reasonable concern that to conduct the work would expose the worker to a serious risk to the worker’s health or safety, emanating from an immediate or imminent exposure to a hazard.
Also, workers have the right to access the company WHS policy and be represented by the WHS Representatives in consultation and investigation process of WHS issue. 

And to meet their obligations, workers should cooperate with and follow instructions from the PCBU regarding WHS, use personal protective equipment and clothing that has been provided by the PCBU and report to the PCBU on any hazards or injury to harm or health.

	2.3  REFLECTION ON BEST PRACTICE

	Examples of best practice in industry: 
· Clear communication of expectations - Under section 46 of the Act, PCBU is required to consult with other duty holders, such as contractor. So, it’s important to keep good communication between the PCBU and contractor, to clearly outline all the safety expectations, requirements for both sides to follow. Regular meetings and updates can also reinforce these expectations.
· Some companies use online induction software, training can be provided to contractors before they even arrive on site, and they can go straight to site for work on their first day. 
· Be proactive and regularly assessing the contractor’s compliance with safety regulations, so any issues that arise can be promptly addressed. 

Compare best practice with current practice:
With the current practice, the company outline clearly the safety expectation and requirement with the contractor. In the contract with the contractor, it stated clearly the WHS requirement, environmental and safety responsibilities of contractor. 
And our supervisor and health and safety officer do regular assessment on contractor’s compliance by driving around the site to check on the contractors’ work and reading the JHA card and paperwork submitted from the contractor. 

The induction for contractor is being conducted onsite and there are quite a lot of topics to be included in the presentation. So, it did take a long time to finish and delay the start of work. 

Areas for improvement: 
The induction process 


	2.4  RECOMMENDATIONS

	Under section 19 of the Act, PCBU needs to provide information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out. So, it is a must to provide induction training for contractors. 

But instead of having an onsite induction, we can do an online induction. A login password or link can be provided for contractors to enter the online induction page. Contractor can finish the induction and upload the paperwork at their own time and at their own pace before coming to site. So, once they get to site, they can immediately start working which is a more efficient and economical approach.   

And we can do the online induction for a period of time as a trial program and asked the contractor for their feedback. Thus, we can evaluate if this way is effective or anything need to be improved. 




	2.5  CONCLUSION

	According to the statistics from Safe Work Australia, there have been more than 1,850 fatalities in Australian workplaces, and over 1,140,000 workers have made a serious workers’ compensation claim over the past ten years. That is around one in every twelve workers which is a high rate. 

As construction industry is one of the high-risk industries involving lots of large machinery, vehicles and works that involved large number of workers, contractors and subcontractors, it is very important that the company maintain good work, health and safety system, to ensure a safe working environment is provided and maintained, and different parties take park in work activities all follow the guideline and work, health and safety legislation provided. 

Under the Queensland Work Health and Safety Act 2011, no matter the workers or the contractor, they both have their own Work, Health and Safety duties, rights, and obligations. It is the responsibility of both parties to ensure a safe working environment.

And it is important to evaluate our practices from regular time interval, when there is updated legislation or change at working condition. So, the company can maintain the compliance, assess the training needs of workers, and provide appropriate training which can be internally or via an external body.]





	Satisfactory Outcome
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BSBWHS418 
Assist with managing WHS compliance of contractors

Quiz


	Participant name
	Ho Ling Sandy Ma 




	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: _Ref35350969]Which of the following services are more likely to be supplied by contractors? Tick all that apply.
[bookmark: _Hlk46128408]
	Answer
	Choice
	Possible Answers
	

	
		Repair work
	

	
		Installation of equipment
	

	
		Fire wardens
	

	
		Management
	




Q2.  [bookmark: _Ref45892259]True or False (Tick your response): The definition for ‘worker’ under the Work Health and Safety Act 2011 (Qld) includes contractors.

	Answer
		True 
	
	

	
		False 
	
	




Q3.  [bookmark: _Ref45892260]True or False (Tick your response): As contractors are not employees, they are not required to be consulted with regards to WHS matters.

	Answer
		True 
	
	

	
		False 
	
	




Q4.  [bookmark: _Ref45892264]True or False (Tick your response): Due to the different nature of contractor arrangements, contractors may be required to have a separate workplace induction.

	Answer
		True 
	
	

	
		False 
	
	




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
	



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

	Answer
	Choice
	Possible Answers
	

	
		Consult with contractor and required personnel
	

	
		Escalate contractor WHS non-compliance with a higher authority 
(e.g. PCBU)
	

	
		Make adjustments to WHS contractor compliance requirements 
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PRACTICAL ASSESSMENT


	Participant name
	Ho Ling Sandy Ma 




	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 

	
	Specify contractor services demonstrating non-compliance: 


	1.2C. 
	Specify () communication/ consultation method applied when consulting with contractors and other personnel:
 Face to face during meeting  Face to face – on-the-job  Telephone call/s  Email 
 Other (please specify): 

	1.3A. 1.3B. 
	Specify () communication/ consultation method applied when delivering presentation to PCBU:
 Face to face during meeting  Telephone call/s  Email  Live stream (e.g. Zoom) 
 Other (please specify): 




BSBWHS418
Assist with managing 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 which is escalating WHS non-compliance of two (2) contractors. The contractor services may relate to the provided case study or actual contractor services.

As part of the presentation, the participant must:
· Outline the services supplied by each contractor
· Identify the legal and workplace requirements for contractor WHS compliance
· Explain the induction process undertaken with each contractor, showing evidence of its completion
· Review Codes of Practice as a reflection of agreed upon WHS key performance indicators 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)
· Outline the PCBU’s role in following up on contractors

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

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: _Ref45890203]Outline agenda at WHS induction briefing for each contractor.
	
	[bookmark: _Ref45890291]Provide evidence of completed WHS induction checklists for each contractor.
	
	2 Monitoring and addressing contractor WHS compliance

	[bookmark: _Ref45890303]Review organisation documentation and Codes of Practice as Key Performance Indicators and assess contractors’ WHS compliance against these.
	
	[bookmark: _Ref45890313][bookmark: _Ref387224637]After workplace inspections, complete incident report forms to document contractor WHS non-compliance and make recommendations to prevent recurrence.
	
	[bookmark: _Ref45890320]Provide evidence of consultation with contractors and required personnel to address areas of WHS non-compliance.
	
	[bookmark: _Ref45890397]Outline the PCBU’s role in following up on contractors.
	
	3 Presentation for PCBU

	[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).
	




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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