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BSBWHS413 
Contribute to implementation and maintenance of WHS consultation and participation processes 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes 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
	KAZ ITO

	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 BSBWHS413
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Quiz
 Workbook
 Practical Assessment
	 Meeting agenda and minutes
 Presentation materials for workers and PCBU
 Documentation of improved processes for workers



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	KAZ ITO




	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, 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
	Lendlease Barangaroo

	Workgroup
	Supervisor 1





	ACTIVITY 1  [bookmark: _Ref35349341]

	For the three (3) individuals/parties:
a) [bookmark: _Ref36037771]Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) [bookmark: _Ref36037782][bookmark: _Ref36037846]Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) [bookmark: _Ref158626625]Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)



	Your role 

	National Manager - Systems

	Roles, duties, rights and responsibilities regarding consultation and participation

	Workers have a duty to take reasonable care for their own health and safety and the safety of others who may be affected by their actions.
They also have the right to:
Be consulted on WHS matters.
Raise WHS concerns with their HSR, supervisor, or the PCBU.
WHS Act * WHS Regulation * Company WHS policies and proceduresRefuse unsafe work in certain circumstances.

	Documents which outline roles, duties, rights and responsibilities

	WHS Act
WHS Regulation
Company WHS policies and procedures

	Communication method and timeframe

	Method: WHS induction training, toolbox talks, regular team meetings, written communication (e.g., emails, newsletters, posters), and readily accessible WHS policies and procedures.
Timeframe: During WHS induction and ongoing throughout their employment.



	Name of Individual/Party 1

	Person Conducting Business or Undertaking (PCBU)

	Roles, duties, rights and responsibilities regarding consultation and participation

	The PCBU has the primary duty of care to ensure, so far as is reasonably practicable, the health and safety of workers and others who may be affected by their work. This includes a duty to consult with workers on WHS matters. They have the right to expect workers to cooperate with WHS requirements.

	Documents which outline roles, duties, rights and responsibilities

	WHS Act
WHS Regulation
Model Code of Practice: Work Health and Safety Consultation, Co-operation and Co-ordination

	Communication method and timeframe

	Method: Formal WHS policy, regular management meetings, WHS training for managers and supervisors, written communication (e.g., memos, emails), and readily accessible WHS procedures.
Timeframe: As part of their initial WHS training and ongoing throughout their management/supervisory role


	Name of Individual/Party 2

	Health and Safety Representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	An HSR is elected by workers to represent them in WHS matters.
Their primary role is to represent the work group in consultations with the PCBU about health and safety.

They have the right to:
Be consulted on WHS matters.
Issue provisional improvement notices (PINs).
Request the PCBU to establish a health and safety committee.
Attend WHS training.

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (WHS Act) 
Work Health and Safety Regulation 2011 (WHS Regulation)
Model Code of Practice: Work Health and Safety Consultation, Co-operation and Co-ordination

	Communication method and timeframe

	Communication: Information about the HSR's roles and responsibilities should be provided: Method: Face-to-face meeting, followed up with written information (e.g., email, handover document).
The information should be clear, concise, and easy to understand.
Timeframe: As soon as practicable after the HSR is elected. Ongoing support and communication should be provided as needed.




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) [bookmark: _Ref36038082]Briefly describe the process
b) [bookmark: _Ref36038172]Explain your role in the setting up and running of this process
c) [bookmark: _Ref36038174]Describe how you communicate with individuals and parties about what these processes are
d) [bookmark: _Ref36038177][bookmark: _Ref36039654]Describe how you support the participation of individuals and parties in these processes
e) [bookmark: _Ref158628090]Identify the ways in which the WHS information shared through each process should be recorded and stored.



	Name of process

	Work team meetings

	Describe process

	Regular team meetings are used to discuss WHS matters relevant to the team. These meetings provide a forum for:
Raising WHS concerns and suggestions.
Discussing recent incidents and near misses.
Reviewing safe work procedures.
Providing updates on WHS initiatives.
Planning and coordinating WHS activities.

	Your involvement in set up and running of process

	Developing a template agenda for WHS discussions.
Providing training to team leaders on facilitating effective WHS discussions.
Attending meetings (as needed) to provide expert advice and guidance.
Monitoring the outcomes of WHS discussions and ensuring follow-up actions are taken.
Developing resources and materials to support WHS discussions (e.g., checklists, toolbox talk topics).

	How you communicate with individuals and parties about process

	Include WHS as a standing item on team meeting agendas.
Communicate the importance of WHS discussions to team leaders and workers.
Provide clear guidelines on how WHS discussions should be conducted.
Promote the benefits of worker participation in WHS discussions.
Use various communication channels (e.g., emails, team meetings, announcements).

	How you support participation of individuals and parties in process

	Ensure meetings are held at times that are convenient for all team members.
Create a safe and respectful environment where workers feel comfortable raising concerns.
Actively encourage worker participation and value their input.
Provide feedback on WHS suggestions and concerns.
Follow up on agreed-upon actions and communicate progress to the team.

	Recording and storing WHS information

	Organisers should record minutes of WHS discussions, including any identified hazards, agreed-upon actions, and assigned responsibilities.
Minutes should be stored securely, either electronically (e.g., shared drive, WHS management system i.e. Enablon) or in a physical file.
Key WHS information arising from team meetings should be communicated to relevant parties (e.g., senior management, HSRs).

	Name of process 1

	Safety Committee Meetings

	Describe process

	A Safety Committee is a formal group consisting of worker representatives and management representatives. The committee meets regularly to discuss WHS issues, identify hazards, develop solutions, and monitor WHS performance.

	Your involvement in set up and running of process

	
Facilitating the meetings.
Providing advice and guidance on WHS legislation and best practices.
Assisting with the development of WHS policies and procedures.
Monitoring the implementation of agreed-upon actions

	How you communicate with individuals and parties about process

	Communicate the purpose, membership, meeting schedule, and terms of reference of the Safety Committee to all workers through various channels, such as:
Emails
Announcements
Toolbox talks
Posters

	How you support participation of individuals and parties in process

	Encourage worker participation by:
Ensuring meetings are held at convenient times. 
Providing clear agendas and supporting materials.
Creating a safe and respectful environment for open discussion.
Following up on agreed-upon actions and providing feedback.

	Recording and storing WHS information

	Meeting minutes should be recorded and stored securely
These minutes should document key discussions, decisions, and actions.
They can be stored electronically on a shared drive or in a dedicated WHS management system i.e Enablon.





	Name of process 2

	WHS Suggestion Box/Online Platform

	Describe process

	A physical suggestion box or an online platform (e.g., a dedicated section on EHS sharepoint) where workers can anonymously or openly submit WHS suggestions, concerns, or hazard reports.

	Your involvement in set up and running of process

	Setting up and maintaining the suggestion box/online platform.
Regularly checking for submissions.
Responding to suggestions and concerns in a timely manner.
Investigating reported hazards and implementing corrective actions.
Providing feedback to those who submitted suggestions.

	How you communicate with individuals and parties about process

	Promote the suggestion box/online platform through:
Posters and flyers
Announcements
Toolbox talks
Emails

	How you support participation of individuals and parties in process

	Encourage participation by:
Guaranteeing anonymity
Making the process simple and easy to use
Responding promptly and providing feedback.
Acting on valid suggestions and demonstrating that worker input is valued.

	Recording and storing WHS information

	All submitted suggestions and concerns should be documented and stored securely.
This could involve maintaining a log of suggestions, either electronically or in a physical file.
Ensure confidentiality where appropriate.




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref35349356]

	For the two (2) individuals/parties listed below: 
a) [bookmark: _Ref36037900]Identify what is required for them to effectively be involved in consultation and participation 
b) [bookmark: _Ref36038919][bookmark: _Ref36043688]Outline what training should be provided to assist in the improvement of their consultation and participation, identifying legislative requirements



	Name of Individual/Party 1

	Person Conducting a Business or Undertaking (PCBU)

	Required for effective involvement in consultation and participation 

	Understanding of WHS legislation: PCBUs must understand their legal duties and responsibilities regarding WHS consultation and participation.
Commitment to consultation: PCBUs must be genuinely committed to consulting with workers and value their input.
Effective communication skills: PCBUs need to communicate clearly and effectively with workers about WHS matters.
Openness to feedback: PCBUs should be open to hearing worker concerns and suggestions, even if they are critical.
Resources and support: PCBUs must provide adequate resources and support for WHS consultation, such as time, facilities, and training.
Documented processes: Clear processes for consultation should be established and documented.
Follow-up and action: PCBUs must follow up on worker feedback and take action to address concerns.

	Training that may be provided to assist

	WHS legislation and duties: Training on the PCBU's legal duties regarding consultation, including the requirements of the WHS Act, Regulations, and Codes of Practice.
Consultation skills: Training on effective communication, active listening, and conflict resolution.
Risk management: Training on how to identify, assess, and control hazards, including those identified through consultation.
Incident investigation: Training on how to conduct effective incident investigations, including worker involvement.
WHS management systems: Training on how to develop and implement effective WHS management systems, including consultation processes.

Legislative Requirements: The WHS Act requires PCBUs to provide workers with the information, training, instruction, or supervision necessary to protect their health and safety. This includes training on WHS consultation processes.




	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	Understanding of WHS legislation: HSRs need to understand their powers and functions under the WHS Act.
Representation skills: HSRs need to be able to effectively represent the interests of their work group.
Communication skills: HSRs need to communicate clearly with both workers and the PCBU.
Problem-solving skills: HSRs need to be able to identify WHS issues and work with the PCBU to find solutions.
Knowledge of workplace hazards: HSRs need to understand the hazards present in their workplace and how they can be controlled.
Record-keeping skills: HSRs should maintain records of WHS consultations and any actions taken.

	Training that may be provided to assist

	HSR initial training course: This is a legal requirement and covers the HSR's powers and functions, WHS legislation, hazard identification, risk assessment, and consultation techniques. 
Refresher training: Regular refresher training to keep HSRs up-to-date with changes in legislation and best practices.
Specific hazard training: Training on specific hazards present in the workplace.
Communication and negotiation skills training: To enhance their ability to represent workers effectively.
Incident investigation training: To assist in conducting investigations and identifying root causes.

Legislative Requirements: The WHS Act requires PCBUs to allow HSRs to attend an approved initial training course in work health and safety, paid for by the PCBU. The WHS Regulations outline the specific content requirements for this training.




	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref36041974]

	Consider how feedback can be gathered about current WHS consultation and participation processes:
a) [bookmark: _Ref36042547]Identify two (2) methods that can be used to gather feedback on the effectiveness of existing WHS consultation and participation processes
b) [bookmark: _Ref36042606]Identify which stakeholders in the workplace should receive this information and how it should be documented and communicated to them



	Methods for gathering feedback on existing consultation and participation process

	Method 1: Walk-Arounds/Informal Conversations:
Description: Managers, supervisors, and/or WHS professionals spend time in the workplace, talking to workers informally about their experiences with WHS consultation and participation. This allows for direct feedback in a comfortable setting.
Prepare some open-ended questions to guide the conversations, such as:
"How easy is it for you to raise WHS concerns?"
"Do you feel like your input is valued?"
"What could be improved about our current WHS communication?"
Advantages: Easy to implement, builds rapport, and can uncover hidden issues.
Disadvantages: Can be time-consuming, may not reach all workers, and relies on workers feeling comfortable speaking up

Method 2: Toolbox Talks/Team Meetings Dedicated to Feedback:
Description: Dedicate a specific toolbox talk or part of a team meeting to gathering feedback on WHS consultation and participation. This provides a structured format for discussion and allows for group brainstorming. Use prompts or questions to guide the discussion.
Advantages: Provides a dedicated time for feedback, encourages open discussion, and allows for group input.
Disadvantages: May not be suitable for sensitive topics, can be influenced by group dynamics, and requires effective facilitation.


	Relevant stakeholders

	Senior Management: Need an overview of key findings and trends to make informed decisions about WHS strategy and resource allocation.
WHS Committee/Representatives: Essential for understanding worker perspectives and contributing to solutions.
Supervisors/Team Leaders: Play a key role in facilitating consultation at the team level and need to be aware of any issues and improvements.
Workers: Their feedback is crucial, and they should be informed of the overall findings and any actions taken.

	Documenting and communicating findings

	Documentation
Keep clear records of all feedback received. This could include summaries of informal conversations, notes from toolbox talks, or survey data.
Collate the feedback into a concise report that identifies key themes, trends, and areas for improvement

Communication Findings
Senior Management: Formal report summarizing key findings and recommendations.
WHS Committee/Representatives: Presentation or meeting to discuss the feedback and collaboratively develop solutions.
Supervisors/Team Leaders: Team meetings or toolbox talks to share relevant findings and discuss implementation of improvements.
Workers: General communication (e.g., email, noticeboard, toolbox talk) outlining the overall feedback received and the planned actions. Emphasize that their input is valued and will be used to improve WHS consultation and participation.




	Satisfactory Outcome
	
	





	ACTIVITY 5  [bookmark: _Ref36038018]

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified:
a) [bookmark: _Ref36042576]Provide a measure that could be implemented to remove the barrier 
b) [bookmark: _Ref36042681]Explain how you can contribute to the development, implementation and evaluation of this measure.



	Describe barrier 1

	Lack of Management Commitment.
If management doesn't prioritise or actively support WHS consultation, it's unlikely to be effective. Workers may feel their input isn't valued, leading to disengagement


	Measure to remove barrier

	Develop a clear WHS Consultation Policy that outlines management's commitment to consultation, defines roles and responsibilities, and establishes clear processes for consultation. This policy should be endorsed by senior management and communicated to all workers.

	Contribution to development of measure

	Research best practices, draft the policy, and consult with senior management and workers to ensure its practical and reflects their needs.

	Contribution to implementation of measure

	Develop communication and training materials to explain the policy to all workers. Provide training to managers and supervisors on their roles in consultation.

	Contribution to evaluation of measure

	Conduct regular audits to assess compliance with the policy. Gather feedback from workers and managers on the effectiveness of the policy and make adjustments as needed.




	Describe barrier 2

	Lack of Worker Confidence or Understanding.
Workers may lack confidence in speaking up about WHS concerns, or they may not fully understand the consultation processes or their rights.


	Measure to remove barrier

	Provide WHS consultation training to all workers.
This training should cover:
Workers' rights and responsibilities regarding WHS consultation.
The purpose and benefits of consultation.
How to raise WHS concerns effectively.
The company's WHS consultation processes.

	Contribution to development of measure

	Develop the training content and materials, including interactive activities and case studies. Consult with workers to ensure the training is relevant and engaging.

	Contribution to implementation of measure

	Deliver the training or coordinate its delivery by qualified trainers. Make the training accessible to all workers, including those from diverse backgrounds or with language barriers.

	Contribution to evaluation of measure

	Gather feedback from workers on the effectiveness of the training. Assess changes in worker participation in WHS consultation processes.



	Describe barrier 3

	Time Constraints
Workers and managers may feel they don't have enough time for WHS consultation activities, especially in busy workplaces.

	Measure to remove barrier

	Integrate WHS consultation into existing work processes and schedules. This could include:
Allocating specific time for WHS discussions in regular team meetings.
Using online platforms or tools to facilitate consultation.
Providing clear timeframes for consultation activities.
Recognizing and valuing worker participation in WHS consultation.

	Contribution to development of measure

	Work with managers and workers to identify opportunities for integrating WHS consultation into existing work practices. Develop tools and resources to support efficient consultation.

	Contribution to implementation of measure

	Communicate the changes to workers and provide training on the new processes. Monitor the implementation to ensure it's effective and doesn't create additional burdens.

	Contribution to evaluation of measure

	Assess the impact of the changes on worker participation and the overall effectiveness of WHS consultation. Gather feedback from workers and managers on the practicality of the new processes.




	Satisfactory Outcome
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Quiz


	Participant name
	KAZ ITO




	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: _Ref35351038]True or False (Tick your response): Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors.

	Answer
		True 
	
	

	
		False 
	
	




Q2.  [bookmark: _Ref35350969]Which of the following are types of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Internal involvement in inspections and audits
	

	
		Team meetings
	

	
		Planning committees
	




Q3.  [bookmark: _Ref36046461]True or False (Tick your response): Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data.

	Answer
		True 
	
	

	
		False 
	
	




Q4.  [bookmark: _Ref35417543]Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation meetings being too long and boring
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Workplace culture related to WHS
	

	
		Having separate work sites
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PRACTICAL ASSESSMENT


	Participant name
	KAZ ITO




	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
	1/03/2025
	 Workplace
 Simulation
	LENDLEASE BARANGAROO
	
	



	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 

	1.1A. 1.1B. 1.2B. 1.3A. 
	Specify workplace or simulated workplace task is based around: 


	1.2A. 1.3C. 
	Specify method applied to gain audience feedback:




BSBWHS413
Contribute to implementation and maintenance of WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to call and conduct a meeting with workers with regards to WHS consultation and participation, including:
· Developing and delivering a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) about WHS consultation and participation
· Seeking audience feedback about current WHS consultation and participation processes

After the meeting you are required to:
· Collate the minutes of the previous meeting with workers
· Consider and assess recommendations to implement and maintain improvement measures 
· Request a meeting with PCBU (via face-to-face delivery or real-time video, as arranged with your assessor) 
· Document improved processes for implementation with workers

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Meeting agenda and minutes
· Presentation materials (e.g. PowerPoint) for workers and PCBU
· Documentation of improved processes for workers 

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: 
Computer.



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Identifying WHS consultation and participation requirements

	[bookmark: _Ref36106014]Develop a presentation which explains:
· Yours and the audience’s legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities. 
· Two (2) current/common WHS consultation and participation processes.
	
	[bookmark: _Ref36106045]Prepare an agenda for the meeting and send along with invitation to attendees (as a minimum, the assessor).
	
	[bookmark: _Ref36106065]Set up and deliver presentation (in person/via live stream video).
	
	2 Seeking and assessing feedback

	[bookmark: _Ref36106080]Seek audience feedback about current WHS consultation and participation processes including:
· Barriers to processes.
· Opportunities for improving processes for sharing WHS information and data.
	
	[bookmark: _Ref36106091][bookmark: _Ref387224637]Record meeting minutes.
	
	[bookmark: _Ref36108300]Consider and assess recommendations to implement and maintain improvement measures (including training requirements).
	
	3 Improvement of consultation and participation processes

	[bookmark: _Ref36106169][bookmark: _Ref35418577]Request a meeting with the PCBU which:
· Explains the role of WHS consultation in the workplace, including the PCBU’s legal and organisational role, duties, rights and responsibilities.
· Discusses the findings of the meeting (referring to meeting minutes).
	
	[bookmark: _Ref36109918]Set up and deliver meeting (in person/via live stream video).
	
	[bookmark: _Ref36109962]Seek PCBU feedback/adjustments to offered recommendations.
	
	[bookmark: _Ref36108231]Document improved processes (considering PCBU adjustments) for implementation with workers. 
	



PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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