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BSBWHS522 
Manage WHS consultation and participation processes 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS522 Manage 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
	

	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 BSBWHS522
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Quiz
 Workbook
 Practical Assessment
	 Presentation materials for PCBU and workers
 Action plans (original and modified)
 Survey and data
 Report of monitoring and evaluation findings



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. For example, in Queensland refer to https://www.worksafe.qld.gov.au/

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

	Name of workplace
	




	ACTIVITY 1  [bookmark: _Ref63249961]

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

a) [bookmark: _Ref63249962]Explain the roles, duties, rights and responsibilities of these parties regarding consultation, representation and participation – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
b) [bookmark: _Ref63250108]Explain the roles, duties, rights and responsibilities of these parties regarding discriminatory, coercive and misleading conduct – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
c) [bookmark: _Ref63249986]Referring to your workplace procedures, explain how you would inform these individuals/parties to inform them about their roles, duties, rights and responsibilities.



	Consultation, representation and participation

	PCBUs and their officers

	

	PCBUs and their officers (continued)

	

	Workers

	

	Inspectors

	

	Entry permit holders

	

	Documents which outline roles, duties, rights and responsibilities

	



	Discriminatory, coercive and misleading conduct

	

	Documents which outline roles, duties, rights and responsibilities

	




	Informing individuals/parties

	




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref63252781]

	Identify one (1) WHS consultation and participation process that exists in your workplace. 
a) [bookmark: _Ref63252942]Identify individuals/parties to be involved in reviewing the process and identifying improvements
· How would feedback from these individuals/parties be collected?
b) [bookmark: _Ref63252783]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 
c) [bookmark: _Ref63252919]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) [bookmark: _Ref63252921]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

	

	Individual/parties involved in review

	

	Review outcomes

	

	Areas for improvement and opportunities for extending process

	

	Action plan

	




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref63255589]

	Refer to the process improvements developed in Activity 2. Consider the following:
a) [bookmark: _Ref63255590]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) [bookmark: _Ref63255612]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) [bookmark: _Ref63255605]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

	

	Evaluating success of improvements

	

	Addressing potential barriers

	




	Satisfactory Outcome
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Quiz


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within one (1) hour, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




Q1.  [bookmark: _Ref35350969]Which of the following matters are addressed within the Work Health and Safety Act 2011 (Qld) and Work Health and Safety Act 2011 (Cth)? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety duties
	

	
		Consultation, representation and participation
	

	
		Tips for communication
	

	
		Discriminatory, coercive and misleading conduct
	

	
		Workplace entry by WHS entry permit holders
	




Q2.  [bookmark: _Ref35417543]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: _Ref63258056]	Which of the following individuals and parties may be involved (directly or indirectly) with WHS consultation and participation processes and their outcomes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Managers and supervisors
	

	
		PCBUs or their officers
	

	
		Workers
	





Q4.  [bookmark: _Ref453074655]Which of the following provide guidance and support when planning and implementing WHS consultation and participation arrangements? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Action plans with allocated responsibilities and timelines
	

	
		Training and advice to required personnel
	

	
		Monitoring success against positive performance indicators
	

	
		Facilitating change, as based on evaluations
	




Q5.  [bookmark: _Ref63258145]	Which of the following systems need to be considered when implementing changes to WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		WHS policy procedures, processes and systems
	

	
		Accounting
	

	
		Human resources
	

	
		Management
	




Q6.  [bookmark: _Ref63258247]	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
	

	
		Having separate work sites
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1B. 
	Specify method applied to present information to PCBU: 


	1.2A. 
	Specify () feedback sought from PCBU regarding current meetings: 
 Effectiveness of current WHS meeting types  Ineffective clarification of responsibilities 
 Inconsistencies between meeting processes and requirements  Effect of workplace culture  Areas requiring improvement  Other (please specify): 

	1.2C. 
	Specify () what was outlined in action plan developed with PCBU: 
 Resources required and sources  Roles and responsibilities  Training needs  Timelines  Performance indicators  Other (please specify): 

	1.4A. 
	Specify who survey was distributed to:
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	Practical Task 1

	Description of task:
You are required to hold meetings with various parties with regards to WHS consultation and participation, including:
· Developing and delivering short presentations (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, in a simulated environment arranged with your Assessor) about WHS consultation and participation
· Seeking PCBU and worker feedback about WHS consultation and participation processes
· Developing action plans to improve WHS consultation and participation arrangements
· Monitoring and evaluating changed WHS consultation and participation arrangements

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Presentation materials (e.g. PowerPoint) for PCBU and workers
· Action plans (original and modified)
· Survey and data
· Report of monitoring and evaluation findings

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, Report template (HO1)



	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][bookmark: _Ref63687352]Develop a presentation for the PBCU which explains legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities of the PCBU (and their officers) and workers.
	
	[bookmark: _Ref36106065]Deliver presentation (in person/via live stream video).
	
	2 Review existing processes

	[bookmark: _Ref36106080]Seek PCBU feedback about meetings, as a current WHS consultation and participation process, considering:
· Effectiveness of WHS meetings
· Inconsistencies between current meeting processes and identified requirements for WHS consultation and participation 
· Areas for improvement
	
	[bookmark: _Ref63687498][bookmark: _Ref387224637]Work with the PCBU to modify existing processes to achieve requirement improvements, considering:
· Characteristics and composition of the workforce (e.g. Language, Literacy and Numeracy [LLN] skills, culture, gender, labour market/structure)
· Existing WHS and other systems (including WHSMS)
	
	[bookmark: _Ref63687540]With the PCBU, develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	
	3 Facilitate implementation of updated processes

	[bookmark: _Ref63687565]Develop a presentation for workers which explains updated meeting processes, as per the action plan. 
	
	[bookmark: _Ref35418579]Deliver presentation (in person/via live stream video), demonstrating improved processes, and listen to your audience to respond appropriately to any questions.
	
	[bookmark: _Ref63687592]Seek worker feedback/adjustments to action plan.
	
	[bookmark: _Ref63687605]Document improved processes (considering worker adjustments).
	
	4 Monitor and evaluate updated processes

	[bookmark: _Ref63687609]Develop and distribute survey to determine effectiveness of updated meeting process (Note: Assessor may complete survey if simulated).
	
	[bookmark: _Ref63687649]Review survey data in light of positive performance indicators.
	
	[bookmark: _Ref63687653]Develop recommendations for improvement and develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	
	[bookmark: _Ref63687670]Summarise outcomes of monitoring and evaluation for PCBU in a report. 
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