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ASSESSMENT FOR BSBWHS405

	Student name
	Kalyn Landman

	Date of assessment submission
	9/04/2020


	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. Documents supporting policy/WHSMS
	· Workbook response (below)

	2. Policy/WHSMS planning and implementation
	· Workbook response (below)

	3. Evaluating WHS performance 
	· Workbook response (below)

	4. Review and improve WHSMS
	· 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
	Landman Demolition Services Pty Ltd

	Workgroup
	Field Staff – Workers




	ACTIVITY 1 

	There are various legislative documents, standards and guidance documents to assist with the development of a WHS policy and associated WHSMS. 

Summarise what the following documents address (e.g. duties) with respect to a WHSMS:
a) Work Health and Safety Act 2011 (Qld)
b) Work Health and Safety Regulations 2011 (Qld) 
c) Australian Standard AS/NZS 4801:2001 
d) Australian Standard AS/NZS 4804:2001 
e) Standards Australia publication HB 211-2001 
f) A code of practice relevant to your chosen workplace
g) An example of guidance material from the regulator (e.g. WHSMS tools)




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	The WHS Act requires a PCBU to, as far as reasonably practicable, ensure a safe work environment, plant and structure, systems of work, use, handling and storage of plant, structure and substances. To provide adequate facilities, provide necessary information, training, instruction and supervision, to monitor the health of workers and maintain the premises so that workers are not exposed to risk. The PCBU also has a duty to consult with workers.

The Duties of a person is to ensure that health and safety requirements are meant by eliminating a risk so far as reasonably practicable. If it is not reasonably practical it is the duty of persons to minimise the risks so far as reasonably practicable. 
A duty cannot be transferred from one person to another however more then one person can share the same duty.
The PBCU’s primary duty of care is to ensure that the health and safety of others is not at risk from work carried out for the business.
Workers and other persons whilst at work or in the PCBU’s work place must take care of their own health and safety and ensure that their omissions do not adversely affect the health and safety of others. Workers must comply with reasonable instructions from the PCBU and cooperate with the PCBU’s reasonable policies and procedures.
An Officer must show due diligence to ensure that the PCBU complies with that duty or obligation relating to health and safety.  

	b) Work Health and Safety Regulations 2011 (Qld)
	WHS Reg section 297 – A PCBU must manage risk associated with carry out of construction work.
As per the WHS Reg 2011 Chapter 1 Part 1.9 If a note at the foot of a provisions states WHS Act followed by a reference to a section number it is the way in which a person’s duty or obligation under that section of the Act is to be performed. It is a person’s duty to comply with this. If not, penalties will apply.
When applying for a licence for example a demolition licence or asbestos licence it is a requirement that the organisation has and implements a certified safety management system. 
As per Division 3 section 558 of the Work Health and Safety Regulations 2011 The operator of a determined major hazard facility must establish and implement so far as reasonably practicable a safety management system for its operation. The safety management system must provide a comprehensive and integrated system for the management of all aspects of risk control, it must be documented and state the operator’s safety policy, the safety objectives and be accessible to all persons who use it. The operator must regularly review, improve and update where necessary the safety management system.
Penalties apply if the operator does not abide by the legislative requirements.
It is the duty of all persons involved in the safety management system to have the knowledge and skills necessary to allow them to carry out their role safely and competently. 


	c) AS/NZS 4801:2001
	Occupational health and safety management systems - General guidelines on principles, systems and supporting techniques.

Sets out requirements for an occupational health and safety management system. The requirements may be used for auditing and certification purposes. The requirements follow the guidelines set out in AS/NZS 4804:2001.

Establishes an audit framework principally for use by third party bodies that have been asked by an organization to conduct an independent audit of the organization’s WHSMS. The framework can also be used as a reference point for internal auditing procedures. 

	d) AS/NZS 4804:2001
	Occupational health and safety management systems - Specification with guidance for use. 

Provides the framework for establishing safe work systems to help increase and ensure that all people in the workplace are safe whilst at work. When implemented correctly it helps with managing health and safety risks. Management commitment is required to ensure best health and safety practices are implemented, reviewed and maintained. 
The document addresses, how the system may be set up, continuous improvement and the resources that can be used to assist. 
The document addresses, Commitment and policy, Planning, Implementation, Evaluation, Review and Improvement. 
A review of the system should be carried out once every two years.
First and foremost, the PCBU and management must show a commitment to safety and implementing the systems. It is the duty of all persons working in a business communicate and co-operate with reasonable instructions relating to health and safety and the safety management system to ensure they are doing their part to ensure the safety management system is effective.  .

	e) HB 211-2001
	Occupational health and safety management systems —A guide to AS 4801 for small business.

Gives guidance for small business to the requirements of AS 4801 Occupational health and safety management systems - A specification with guidance for use

The Handbook aims to help small businesses. Develop or modify the system in place, Run WHSMS, compare company WHSMS to AS 4801, Make necessary changes to the companies WHSMS.

The two key required resources to help make this happen is documentation and commitment from people within the business.


	f) Code of practice
	Demolition code of Practice 2013

A PCBU has the duty to ensure so far as reasonably practicable, that workers and other persons are not exposed to health and safety risks arising from the business’s undertakings. The WHS regulation contains specific obligations for a PCBU to manage the risk associated with demolition work. Such as preparing safe work method statements and demolition plans, obtaining the asbestos register before commencing work or have the site inspected by a competent person to determine if asbestos is present. Advise the owner/occupier before commencing the work. 

Officers must take reasonable steps to ensure that the PCBU has and uses appropriate resources and processes to eliminate or minimise the risk that arises from the demolition work.

Workers must comply with any reasonable instruction and co-operate with any reasonable policy and procedure relating to health and safety at the workplace.

The Demolition COP details the specific requirements for the risk management process, such as identifying the hazards, assessing the risk, controlling the risk and reviewing the control measures. All whilst using a certified safety management system to document these findings. The Demolition COP refers to other documents for further detail required such as the WHS Act and Regulation. It also states the importance of Consultation, Communication and co-operation. And refers the reader to the Work health and safety consultation, co-operation and coordination COP. 

	g) Guidance material
	https://www.worksafe.qld.gov.au/injury-prevention-safety/small-business/compliance-at-a-glance-serious-about-safe-business

Compliance at a glance checklist – Management commitment, Consultation, safe work procedures, training and supervision, Reporting safety, workers compensation and return to work are all required to have a successful Safety Management system.

This tool can help small business’s rate where they currently are and understand the areas, they may need to improve on to ensure the Safety management is efficient, improved, implemented and reviewed as effectively as possible.





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Explain your involvement, as a workgroup supervisor, with incorporating the following policy areas into your organisation’s WHSMS:
· Injury management 
· Return-to-work 

In particular, explain how you would:
a) Contribute to the planning, development and promotion of these documents.
b) Seek the contribution and support of others in the planning, development and promotion of these documents. 
c) Apply these documents to your own and others’ work areas and job roles.
d) Communicate to others about the importance and application of these documents.




	Injury management policy

	Contributing to planning, development and promotion

	Consult and co-operate with management, safety committee’s and Safety reps to identify safety problems that relate to injury management, provide necessary information to help carry out investigation and find solutions. Provide previous incident and investigation records as required. Understand internal incident reporting and investigation processes as per the company WHSMS. Understand what is required, what first aid should be delivered, how will the injured person access medical treatment, who is the insurer and other parties notified about the incident, when is Workcover required, who is responsible for completing forms, the time frame to report. Have workers been compliant in the past? If not why not? Use this information to report to senior management findings to contribute to their planning and development of the Injury management policy. Ensure all findings are documented accordingly.
Work with colleagues to promote health and safety so that it becomes a part of daily work. 
Ensure all appropriate policies and procedures are adhered to by workers and correct documentation and records keeping is detailed and stored accordingly for future reference.
During daily toolbox talk start/finish with a commitment to safety speech to ensure workers understand the companies and my position on safety. Ensure delivery of information is communicated in a way that all types of people can understand. Use life examples that will help the workers to engage in the contents. Ensure workers are given an opportunity to provide ideas and feedback.
 

	Seek contribution and support in planning, development and promotion

	Consult with all workers in regards to injury management. Promote and encourage workers advise on what they feel works and what they feel is not working. Carry out daily toolbox talks as an open forum to provide ideas and opinions about Injury management. 
Carry out training needs analysis on workers to investigate what workers a ready know about the Injury management procedures and where they might need training. Encourage feedback. 
Pass information onto senior management in a timely manner. Speak with management about what training you feel is required for the workers and what management will provide. Determine who will be providing the training. 
Facilitate the contribution of others by allocate responsibilities to others for example determining first aid officers. Safety representative for workgroup, who is responsible for completing forms etc.
Understand the resources which have been allocated to the division for development and promotion of Injury management. Ensure delivery is effective whilst still within resource budget.   

	Apply policy/WHSMS

	Provide first aid to worker, make early contact with treating doctor, notify senior management, help worker complete claim for compensation if required. Support worker. Assist senior management with develop of return to work program, specify return to work goal, identify alternative or modified duties, Monitor and update Return to work program, Communicate with injured worker and doctor. 

Provide training at the point of entry for new employee’s during the Induction Process. 
For existing workers consult with senior management to roll out suitable training in Injury Management policy and procedures. 
Ensure refresher training is provided regularly or if any changes are made to the policy. Roll out systems to assist with risk management as per the WHSMS. For example, SWMS, Demolition Plans, safety data sheets, equipment and prestart checklists, organise inspections, introduce reporting systems. (Incident Reporting and investigation.) 
Lead by example. 
Set measurable objectives and targets such as a reward system to further promote the reporting of incidents and injuries.   

	Communicate policy/WHSMS

	Conduct monthly safety meeting with all workers and discuss and explain injury management policy. Use a range of communication methods such as verbal, written and visual. Provide clear examples. Document meetings.
Encourage workers to contribute opinions and ideas. 
Promote safety and contribution to safety. Promote the importance of reporting incidents and injuries in the workplace. Provide examples of why it is important. 
Regularly discuss Injury management and the importance of reporting incident and injuries during toolbox talks. 
Ensure workers understand the procedure. 
Ensure meetings are set so that all personnel are able to attend. During working hours. Provide communication via email, text or other electronic methods. 
Provide signs and posters to remind workers of requirements. 
Ensure workers understand the importance of the injury management policy and how it benefits them to comply. 
Lead by example and promote continuous improvement. 




	Return-to-work policy

	Contributing to planning, development and promotion

	Review current procedures for return to work policy. Investigate if there has been compliance and review documentation. 
Review the way workers currently complete tasks. 
Determine who is responsible for what. 
Communicate with management and other parties as required to discuss current policy. Provide appropriate information and records to relevant parties as required. 
Consult with workers to gain an understanding of their knowledge, opinions and ideas relating to the return to work policy. 
Provide ideas and feedback to HSR, HSC, Senior management etc. 
Determine what requirements are needed to ensure work group understands policy. Deliver the importance of health and safety to the workgroup.
Ensure workers see management as strong dedicated leaders in safety in the workplace.
Lead by Example. 

	Seek contribution and support in planning, development and promotion

	Carry out regularly informal meetings to encourage consultation and communication with the workers to gain an understanding of their needs, ideas, opinions. What works and what does not work with regards to return to work policy. 
Provide a suggestions box for persons wanting to communicate anonymously. 
Ensure workers view are taken into account. 
Carry out a formal meeting to ensure workers understand the importance of the subject. Provide two-way electronic communication to discuss the subject and allow for them to reply with examples and ideas. 
Ask questions which will provide answers that allow development of the policy.
Ensure all workers are consulted and have an opportunity to provide feedback.
Promote health and safety needs and ensure that workers are aware the company values employees that contribute to health and safety. 

	Apply policy/WHSMS

	Carry out compulsory training during first point of entry. First Day Induction. Ensure the worker is provided with appropriate information to understand the return to work policy. 
For all existing workers arrange with the direction of management appropriate training to understand the company WHSMS and return to work policy. Ensure refresher training is provided annually or if there is any change to policy. 
Ensure a copy of the WHSMS is easily accessible to all workers. 
Follow all steps in the return to work policy as required. 
Provide adequate supervision to workers. 
Ensure the injury Management/Return to work plan is followed as per WHSMS. 
Notify, facilitate processes with required parties. Recovery, Return to work, Dispute resolution. 
Ensure suitable duties are allocated to the employee once they return to work. 
Be a supportive supervisor for employee’s returning to work. 
Keep in contact with workers who have injuries or illnesses. 
Communicate with the case manager and senior management regularly to provide updates. 
Take steps to ensure further injury does not occur.  

	Communicate policy/WHSMS

	Relevant Return to work policy information is to be communicated and explained to workers via monthly safety meeting, Informal toolbox talks and electronic communications. All communication needs to be relevant and delivered in a manner that all persons can understand. Communication of the policy needs to be relevant to the workgroup. Ensure workers have the opportunity to provide feedback in all communication forums. 
Promote the Return to work policy and allow the workers to understand how it will benefit them by co-operating. 
Ensure the workers understand their duties and reference them to other documents such as the WHS Act and WHS Reg. 
Ensure a copy of the WHSMS is accessible by all employees and ensure they all have appropriate skills to locate the required information. 
Ensure workers understand who to talk to if they have issues with locating the policy. Ensure the workers understand their rights with relation to the return to work policy. 
Any changes in the policy relevant to the workers must be communicated to them as soon as possible. Ether by electronic communication, daily toolbox talks or monthly meeting.    




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to evaluation of these areas.
b) Communicate and explain evaluation of WHS performance to others. 
c) Facilitate others’ contributions to evaluate WHS performance. Be sure to consider timely collation of feedback.
d) For each area, provide one (1) example of a limitation that might exist in the WHSMS (or a possible negative effect of the WHSMS on WHS) that could be identified through the evaluation. 




	Compliance with WHS legislation

	Contribute to evaluation

	Liaise with the WHS Officer to ensure systems are current.
Carry out regular workplace inspections, use appropriate checklists to carry out reviews. Review the way work is being completed by workers. 
Determine if the hierarchy of controls is being implemented by workers.
Observe the effects of risk controls to ensure they are sufficient. Discuss with workers if they feel the controls are efficient. 
Review the number of incidents being reported and recorded. 
Review documentation such as SWMS, JSA, Demolition plans, Daily toolbox talks, plant and equipment checklists and prestarts. Investigate if they have been completed correctly and signed by relevant workers. Evaluate the way in which the forms are completed and determine they are correct. Review if the resources being provided are suitable for the tasks. 
Document and maintain all records relevant to the workgroup. Storage and retrieval system should allow for multi-level access to prevent confidential documents are restricted as set up by management. 
Monitor workers health.
Tools such as WHS Act, Reg, Code of practice, Standards, Guidance notes, Licencing requirements, Company policies and procedures, Safety Alerts etc can help with evaluation of areas relevant to the position of supervisor. 
Document and Report all necessary findings/information relating to the workgroup to senior management as required.

	Communicate and explain evaluation

	Implementing the WHSMS does not guarantee its effectiveness and compliance. Organisations require all persons to contribute to its success. To ensure compliance businesses must measure and evaluate WHS performance and take actions to prevent any safety risks and provide corrective actions as required. This actively allows a business to understand where it is effective and where it needs improvement with relation to the WHSMS.

Evaluation is required to ensure systems are effective and comply with WHS Legislations. The purpose of an evaluation is to “close the loop” Review/update the WHS improvement plan and the methodology – What. How, When. Identify and develop performance indicators for the plan, Implement – the WHS improvement plan. measure – Collect and analysis information using the improvement plan. Evaluate and report – Determine the effectiveness,

As a supervisor I would communicate and provide any necessary information relating to the workgroup to senior management as required. I would ensure I implement and comply with WHS procedures and ensure my workers comply with WHS procedures and measures which have been put in place to protect theirs and others health and safety at work. 

Ensure the workers understand their duties with regards to safety: 
Take reasonable care for their own health and safety.
Take reasonable care that their actions or omissions do not harm the health and safety of others.
Reporting any hazards or work practices they feel may be unsafe.
Comply with any reasonable instruction, policy or procedure relating to health and safety in the workplace.

With direction from senior management, I the supervisor would communicate and provide any necessary information to the workgroup via monthly meeting. The meeting would be document as required. 
Provide document or presentation of the evaluation to the workgroup which is provided by senior management to clearly define the scope of the audit, the evaluation, the tools used and the conclusion/findings. 
Use technology to communicate such as email and SMS to further communicate with the workers. Ensure communication is open ended to allow for contribution and feedback from workers. Promote continuous improvement. 

	Facilitate others’ contributions

	Provide open forum for the workers to have an opportunity to discuss their ideas and opinions on compliance with WHS Legislation. Ensure they have correct representatives present if required such as HSR and HSC. Union delegates if required.
Provide suggestion box for those who wish to provide feedback autonomously.

Carry out performance management on workgroup employees. Document and report any findings to senior management. Determine workers which may require further training - Speak with management with regards to Training needs analysis for work group. Provide any information to senior management with regards to workers training needs. 

Communicate the outcome of the evaluation with senior management and the workgroup immediately or in a timely manner depending of findings. 

Ensure the prepared document (usually provided by senior management) clearly defines the scope of WHS Legislation compliance, the process for the evaluation and the tools used to come to the conclusion. The workgroups contributions should be detailed equally on the prepared communications document or presentation to be presented at the communications meeting.


	Example of a limitation or negative effect

	Non-compliance with regards to completing paperwork documents correctly. The evaluation may find that it cannot obtain enough accurate information to review due to the fact that paperwork has not been completed correctly. This could be due to a lack of training or an ease of use with the documents provided. It could also be due to employee having a poor safety culture or even a lack of supervision to ensure paperwork is completed correctly and provided in a timely manner.   




	Incident investigation

	Contribute to evaluation

	Review the number of incidents being reported and recorded.
Review if the documents are being completed correctly and handed in within 24 hours as per the safety management system.
Review the way work is being completed by workers. 
Carry out performance management procedures to evaluate if workers performance and behaviour is to the standard of the WHSMS objectives.
Use tools such as WHS Act, WHS Reg, code of practice, standards, Company policies and procedures etc to check if current procedures are relevant.
Observe if workers are implementing appropriate controls.
Observe workers attitude towards incidents investigations.
Observe the effects of risk controls to ensure they are sufficient. Discuss with workers if they feel the controls are efficient.
Consult with workers to obtain any further information they feel is necessary for the evaluation. 
Review past incident investigation – Check to see if controls were needed and put in place, monitored and rechecked within the 1-week time frame as per company WHSMS. 
Note if there was any resistance to investigations.  

Document and store findings accordingly and report them to senior management/WHS Co-ordinator in a timely manner.
.

	Communicate and explain evaluation

	Notify parties during tool box meeting of evaluation. Explain the process and the requirements of the evaluation. Explain how the evaluation should allow for improvement in the systems therefore benefiting the workers own health and safety whilst at work. 

Promote open discussions with workers so they can achieve outcomes based on two-way communication.

Arrange and attend safety meeting with workers as directed by senior management to deliver documented presentation. All parties should be provided with information, including the outcome of the evaluation to support the reasons for any changes. This can help overcome resistance to change.

Use technology to communicate such as email and SMS to further communicate with the workers. Ensure communication is open ended to allow for contribution and feedback from workers. Promote continuous improvement 

	Facilitate others’ contributions

	Provide an open forum for the workers to have an opportunity to discuss their ideas and opinions on compliance with WHS Legislation. Ensure they have correct representatives present if required such as HSR and HSC. Union delegates if required. Ensure they are aware that safety is important and all opinions are valued.
Provide suggestion box for those who wish to provide feedback autonomously.

Carry out performance management on workgroup employees. Document and report any findings to senior management. Determine workers which may require further training - Speak with management with regards to Training needs analysis for work group. Provide any information to senior management with regards to workers training needs. 

Ensure the prepared document (usually provided by senior management) clearly defines the scope of WHS Legislation compliance, the process for the evaluation and the tools used to come to the conclusion. The workgroups contributions should be detailed equally on the prepared communications document or presentation to be presented at the communications meeting.


	Example of a limitation or negative effect

	The evaluation could create a limitation or negative effect if it is found that people did not want to report incidents or carry out investigations as they feel it may negatively affect their employment. They may also show hesitation to contribute. If the performance management system is not completed regularly, tactfully and professionally workers could link it to a negative review on themselves thus creating a barrier to obtain accurate information.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to review and improvement of these areas. 
b) Communicate and explain to others the review and improvement of the WHSMS. 
c) Facilitate others’ contributions to review and improve the WHSMS. Be sure to consider timely collation of feedback. 




	Compliance with WHS legislation

	Contribute to review and improvement

	All workers are to follow all reasonable WHS instructions. The workgroup is to ensure the company does not breach relevant WHS legislation by ensuring all appropriate resources are provided to allow the workgroup to carry out their duties as per the WHS legislation requirements. Ensure appropriate supervision is required.

Liaise with HSC and senior management regularly to provide information they require regarding the work groups compliance with WHS legislation by providing all recorded documentation as required. Detail where there might be non-conformance.
Non-conformance is to be sent to the relevant manager/WHS officer and documented accordingly and corrective actions implemented.

Liaise with workers in workgroup and look for improvement areas. 
Implement improvement areas as directed by management. 
Report on how the new measures are operating and advise management in a timely manner which areas are working or still not working.

Review newly trained workers to decide if training was sufficient. Report findings to management and WHS Co-ordinator.

	Communicate and explain review and improvement to others

	Explain the importance of compliance with WHS Legislation. Explain why the Compliance with legislation is being reviewed and how the improvement plans will benefit all everyone in the workgroup. Use terminology that all workers can understand and relate too.

Use communication methods with direction from senior management in the form of Toolbox meetings with focus on two-way communication. Ensure all workers can attend. For those who cannot attend use other options such as electronic communication or video conferencing to ensure all workers are included.

Reference workers to WHS Act, WHS Reg, Code of Practice and standards with regards to compliance with WHS legislation. Provide and explain to the workers the review and improvement reports for further information and allow appropriate time to understand the subject. Ensure workers know who they can talk to for further explanation. 

Always include HSR and HSC in meeting.

Share review and improvement details on specific areas. Such  
 

	Facilitate others’ contributions

	Ensure appropriate resources are provided to workers to ensure compliance with WHS legislation. Ensure all resources are easily accessible. 
Ensure appropriate representatives are present during meetings. I.e.: HSC, HSR, Union delegates.

Regularly remind workers of their duties as a worker during monthly toolbox talks etc.
Take reasonable care for their own health and safety.
Take reasonable care that their actions or omissions do not harm the health and safety of others.
Reporting any hazards or work practices they feel may be unsafe.
Comply with any reasonable instruction, policy or procedure relating to health and safety in the workplace.

Remind workers of the potential repercussion as stated by the regulator if they fail to comply with the WHS legislations.





	Incident investigation

	Contribute to review and improvement

	Discuss if current investigation procedures are effective.
Discuss with workers if methods currently being used are effective and if they are always implemented. 
Understand areas potentially failing and report all findings to manager/WHS as required.
Discuss ease of use in policy and procedures 
Provide past incident investigation documentation to managers/WHS Co-ordinator. 
Ensure any other reasonable information if provided to suitable persons for the purchase of review. 
Ensure information is provided in a timely manner and not altered.

Explain to workgroup the importance of accurate incident reporting and investigation.
Promote open consultation and communication amongst work group.

	Communicate and explain review and improvement to others

	Communicate review and improvements with regards to incident investigation via face to face meetings. Use communication methods with direction from senior management in the form of Toolbox meetings with focus on two-way communication. Ensure all workers can attend. For those who cannot attend use other options such as electronic communication or video conferencing to ensure all workers are included
Provide further communication with direction from management in a form of posters on notice boards and provide electronic copies of the report findings and new improvement plans to give workers time to review the information in their own time. 
Ensure appropriate representatives are present during meetings. 
Ensure the workgroup understands that the review has taken place so that the business can locate any potential flaws in the policy and procedure and make improvements where necessary. 
Ensure workers understand that the process there to benefit them and their safety in the workplace. 

	Facilitate others’ contributions

	Ensure work group has the correct training required to understand and carry out correct incident reporting and investigation.
Ensure work group has the correct resources to carry out correct incident reporting. Incident report forms, Incident investigation forms.
Provide workgroup with regular updates regarding the importance of incident reporting and investigation. Have regular conversation relating to the requirement.
Ensure the workers understand their duties as per WHS legislation and the potential repercussions for noncompliance. 
Ensure workers understand their rights and who they can talk to if there have any concerns or opinions to share.
Provide all information gathered from the workers to management/WHS co-ordinator for review and inclusion in decision making.
Provide adequate supervision to ensure improvement methods are being implemented. 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following are elements of WHS policy that belong within a WHSMS? Select all that apply.
☒ 	Commitment to comply with relevant WHS legislation
☐ 	Effective rehabilitation management of work injuries and disease 
☒ 	Documenting, implementing, maintaining and communicating the WHS policy to all workers
☐ 	Return to work of injured workers

	☐

	2. Development, promotion and communication of WHS policy are the responsibility of PCBUs only. 
☐ 	True
☒ 	False 

	☐

	3. It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS 
☒ 	True
☐ 	False 

	☐

	4. Which of the following are types of evaluation processes for monitoring WHS performance? Select all that apply. 
☒ 	Worker health surveillance
☐ 	Writing policies and procedures 
☒ 	Monitoring effectiveness of risk controls
☒ 	Auditing

	☐

	5. The WHS regulator provides which of the following to assist with policy and WHSMS development? Select all that apply.
☐ 	Fact sheets on the role of return-to-work practices
☐ 	Fact sheets on what happens when a worker is injured
☒ 	Work Health and Safety Consultation, Co-operation and 
Co-ordination Code of Practice
☐ 	Return to work checklists

	☐




	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. Obtain a copy of a WHS policy/Work Health and Safety Management System (WHSMS) to evaluate and review. 
	☒

	B. Evaluate the WHS policy/WHSMS reflects legislative requirements for return-to-work and injury management procedures (e.g. duty holder requirements), flagging areas that require modification.
	☒

	C. Explain the outcomes of the evaluation to others and seek their contribution and support when writing updates to WHS policy/WHSMS.
	☒

	D. Present and promote (verbally and electronically) the updated WHS policy/WHSMS components to another worker, explaining how the new WHS policy/WHSMS is to be implemented by workers.
	☒

	Name of observer
	Tegan Woodcock

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

	Phone number of observer
	0438 169 725

	Email address of observer
	tegan.woodcock@pwc.com

	Signature of observer
	
	Date
	9/04/2020
	Comments
	Kalyn filmed her meetings and sent them to me to view. Kalyn conducted a casual meeting to discuss and evaluate the two policies taken from the LDS WHSMS and identified who the duty holders would be with for each task. She asked the PCBU, Supervisor and workers for clarity on the duty holders and requested their input. She also asked questions regarding areas such as, if the procedure currently worked, if the time frames where achievable and if it was believed workers had the appropriate training and resources required to complete the task. It was also identified first aid refresher training is needed and the forms need to be easier to access. She then had a second meeting to present and promote the updated policies and advised how it would be rolled out amongst workers regarding training etc. She advised that an email copy of the presentation would be sent to worker.   




	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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