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ASSESSMENT FOR BSBWHS502

	Student name
	Nartika Thompson

	Date of assessment submission
	21/08/2020


	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. WHS consultation and participation requirements
	· Workbook response (below)

	2. Review and develop existing WHS consultation and participation processes
	· Workbook response (below)

	3. Supporting, monitoring and evaluating WHS consultation and participation 
	· Workbook response (below)





ACTIVITIES

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

	Name of workplace
	Wagners (current workplace)



	ACTIVITY 1 

	Four (4) individuals and parties who may be involved in WHS consultation and participation processes in your nominated workplace are PCBUs (or their officers), workers, inspectors, entry permit holders. 

a) Explain the roles, duties, rights and responsibilities of these parties regarding:
· Consultation, representation and participation
· Discriminatory, coercive and misleading conduct
b) Identify the legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) which outline these roles, duties, rights and responsibilities
· Identify where these documents can be accessed




	Consultation, representation and participation

	PCBUs

	Under S47 of the WHS Act QLD 2011, PCBU’s and their officers have a duty to consult with workers on WHS matters. Consultation is required to be established when; identifying risks to health and safety of current or planned works, making decisions to eliminate or minimise risk, making decisions regarding the adequacy of facilities, when planning to make changes to consultation procedures, and at any other time prescribed under legislation. 

	Workers

	Workers have a right to be included in consultation processes & may be represented by an HSR for these matters, as outlined in S50 of the WHS Act QLD 2011. Workers must be consulted on WHS matters as outlined in S49 of the WHS Act QLD 2011, inclusive of the above and when otherwise prescribed by legislation.

	Inspectors

	Inspectors may be included in the consultation and participation process; however, it is not required. Inspectors may be included in consultation if; there is a failure in negotiations between the PCBU & workers (S54), the inspector is appointed during consultation processes to resolve issues (S82), or if it is requested by the regulator to assist in resolving issues relating to the cessation of work (S89).

	Entry permit holders

	Entry permit holders are authorised to enter the workplace to consult with workers relating to a suspected contravention, or to provide advice to workers on such matters, provided they have given the notice required in S119 of the WHS Act QLD 2011.

	Documents which outline roles, duties, rights and responsibilities

	Documents that outlines roles, duties, rights and responsibilities are outlined in the WHS Act QLD 2011 and the WHS Regulations QLD 2011. A method of accessing these documents is via the WorkSafe website. 
Internal documents that may outline these responsibilities may include position descriptions, management plans and standard operating procedures. These may be accessed through the workplace document management system, such as an intranet service. 




	Discriminatory, coercive and misleading conduct

	Any person in the workplace is prohibited to perform discriminatory, coercive and misleading conduct. Nor is any person to assist, threaten, or convince another to perform these actions. Any person has the right to report any misconduct. Part 6 of the WHS Act QLD 2011 outlines the definitions, rights, and consequences of discriminatory, coercive and misleading conduct.

	Documents which outline roles, duties, rights and responsibilities

	Documents that outline these roles, duties, rights and responsibilities include the WHS Act QLD 2011 & the WHS Regulations QLD 2011. A method of accessing these documents is via the WorkSafe website.
Internal documents that may outline these responsibilities may include workplace policies or grievance procedures. These may be accessed through the workplace document management system, such as an intranet service.




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify one (1) WHS consultation and participation process that exists in your workplace. 
a) Identify individuals/parties to be involved in reviewing the process and identifying improvements
· How would feedback from these individuals/parties be collected?
b) Undertake a review of its effectiveness
· Compare it with the requirements identified in Activity 1
· Identify factors that may impact on the process. Consider the impact of:
· Workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Structure and organisation of the workforce (i.e. part time vs casual vs contract workers; shift rosters; geographical location)
· Workplace culture relating to gender and alcohol/drug use
c) Identify specific areas for improvement and opportunities to enhance the process
· Justify the appropriateness of such improvements and outline how they will integrate with existing WHS systems 
d) Outline how such improvements will be implemented in the form of an action plan. 
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation. 
· Prioritise tasks and specify timelines for implementation.




	Name of WHS consultation and participation process

	A method of WHS consultation and participation in my workplace is through Toolbox Talks. 

This consultation process in conducted between members of management, HSR’s (if applicable to site), WHS advisors, and workers to provide information to all parties. 

Feedback from these parties is generally gathered by informationally asking for their opinions and ideas regarding improvements, when preparing changes/updates to the toolbox talk template for the applicable department/site.

	Individual/parties involved in review

	The parties previously involved in the review of the effectiveness of this consultation method have been members of the executive management team, site management/supervisors, health and safety representatives (if applicable to site), health and safety advisors on behalf of the safety department, and workers.

	Review outcomes

	This method of consultation complies with the WHS Act QLD 2011 as it allows the PCBU and its officers to discuss WHS information and allows workers to respond.  

As most of the communication is verbal, the literacy and numeracy skills of those involved does not have to be at a high level. These often provide for all types of learners as there are visual, verbal, and written aspects of most Toolbox Talks. Workers that have previously been identified as having English difficulties are often seen individually by management and the Toolbox Talk organiser to ensure understanding. Management also have a KPI initiative to conduct ‘safety conversations’ which can be utilised to ensure understanding of items discussed at these consultation meetings. 

On sites that have shift work or staggered starting times, it is the responsibility of the shift supervisor to ensure that all workers have been consulted regarding the items of the Toolbox Talk. These Toolbox Talks are often also posted to notice boards for future reference; particularly to notify those that are on leave. These toolboxes are often drafted by a member of the applicable department and distributed to site supervisors/management, ensuring that the WHS items that affect the department are discussed with all affected workers and that all workers have a chance to provide response.

Commonly, Toolbox Talks involving drug and alcohol use are issued after an employee has been dismissed due to working under the influence. The PCBU and management drive a strong culture of zero tolerance of these instances, and although there are some outliers that find these actions acceptable, they are identified and spoken to by management.

	Areas for improvement and opportunities for extending process

	An opportunity of improvement is to provide a section on the Toolbox Talk template to allow for workers to express their concerns. The current template focuses mostly on what the Toolbox Talk organiser is wanting to discuss without a section for workers to raise WHS issues formally & ensure these are documented for follow up or future reference. 
This opportunity for improvement will allow workers to express their concerns and promote the discussion of issues to the relevant personnel. 

	Action plan

	Firstly, this opportunity is to be discussed with the applicable executive managers, site management/supervisors, workers and the safety department. If HSR’s were appointed on site, they would also have to be consulted with. It is the responsibility of the health and safety advisor responsible for the site to ensure all required parties have had reasonable consultation regarding these proposed changes.

Following approval and feedback of this opportunity, the safety department is to perform the required updates to the documents and document control. 

Finally, it is the responsibility of the Toolbox Talk organiser to trial and provide feedback on the effectiveness of this updated process. Any resulting changes are to be consulted with the required personnel. It is the responsibility of site management/supervision to raise the WHS concerns noted to the applicable parties.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer to the process improvements developed in Activity 2. Consider the following:
a) Apart from training, what other advice and support might be offered during the implementation of these improvements?
· Who would need such advice and support?
· Who might you consult to assist with providing such advice and support?
b) How would you monitor evaluate the success of each improved process?
· Identify the criteria used for the evaluation (i.e. positive performance indicators).
· What type of information will you gather? Who will be required to gather this information?
c) Identify two (2) potential barriers to the implementation and effectiveness of the improved processes
· Identify measures that could be implemented to remove these barriers.
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation of these measures. 
· Prioritise tasks and specify timelines for implementation of these measures.




	Advice and support

	The site management/supervision may need support and advice in relation to creating a comfortable environment for workers to raise WHS concerns. It would be beneficial to include the assistance of the safety department, as well as to have a discussion with an experienced member of management who has conducted numerous Toolboxes and has trialled different methods.

	Evaluating success of improvements

	A method of evaluating the success of this improved process would be to monitor what hazards are raised as a result of these Toolbox Talks. As the company already heavily monitors this leading indicator through the board report, it will be easy to identify a potential increase of this positive indicator. This information is gathered via the safety management system which all employees have access to. It is the responsibility of site supervision/management to ensure that all grievances raised during Toolbox Talks are entered as hazards in the system.  

	Addressing potential barriers

	One potential barrier is the language, literacy, and numeracy skills of the workers. If a worker is unable to effectively write the WHS issue on the new section, then the site supervisor/management is able to scribe for them & enter in the system on their behalf.

Another barrier could be the access to the Safety Management System or internet. If workers do not have access to the Safety Management System, they are able to complete the required forms (with assistance from a scribe if required). If site does not have access to the internet, these forms can be transported to the relevant admin to enter into the system when transportation of other goods is organised.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following matters are addressed within the Work Health and Safety Act 2011 (Qld)? Select all that apply.
☒ 	Health and safety duties
☒ 	Consultation, representation and participation
☐ 	Tips for communication
☒ 	Discriminatory, coercive and misleading conduct
☒ 	Workplace entry by WHS entry permit holders

	☐

	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. Which of the following individuals and parties may be involved (directly or indirectly) with WHS consultation and participation processes and their outcomes? Select all that apply.
☒ 	Health and safety committees
☒	Managers and supervisors
☒ 	PCBUs or their officers
☒ 	Workers

	☐

	4. Which of the following systems need to be considered when implementing changes to WHS consultation and participation processes? 
Select all that apply. 
☒	WHS policy procedures, processes and systems
☐ 	Accounting
☒ 	Human resources
☒ 	Management

	☐

	5. 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 
☒ 	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. Consult with others, in writing and verbally, about a WHS consultation and participation process:
· Review the process against legislative and organisational requirements
	☒

	B. Consult with others, in writing and verbally, to develop improvements to WHS consultation and participation process:
· Consider the factors that may impact on implementation of improvements
· Ensure that existing organisational systems are considered
· Develop an action plan for implementation of improvements, considering resources, responsibilities, timelines and training needs
	☒

	C. Support implementation of improvements:
· Provide advice and support to individuals and parties
· Develop and undertake evaluation process in consultation with individuals and parties
· Analyse and evaluate information collected about implemented improvements
· Consult with individuals and parties in developing an action plan to support necessary changes
	☒

	D. Play an active role in verbal interactions, using questioning and active listening to seek opinions and information.
	☒

	E. Present processes undertaken in an electronic report format, using correct vocabulary, grammar and register.
	☒

	Name of observer
	Brett Ronnfeldt

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☒ Other (specify): Diploma WHS holder, Wagners Safety Advisor

	Phone number of observer
	0409 859 392

	Email address of observer
	brett.ronnfeldt@wagner.com.au

	Signature of observer
	
	Date
	20/08/2020
	Comments
	Nartika has demonstrated she is able to gather information from numerous sources (including Subject Matter Experts) and create a document for the intended target audience, considering factors such as age, sex, and cultural background. She has conducted toolboxes where she actively seeks effective communication from others and ensures understanding from all. Nartika is able to provide advice when questioned and can consult & mitigate with parties.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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