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BSBWHS412 
Assist with workplace compliance with WHS laws 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS412 Assist with workplace compliance with WHS laws cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. 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 some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	Participant Name
	Sarah Smith




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Sarah Smith

	
	

	Participant signature
	
	
	

	Date
	28/02/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Number of activities
	Number of activities answered correctly
	Task outcome (Tick)

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	ASSESSOR COMMENTS

	


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

	Name of workplace
	Shamrock Civil (WSU branch)




	ACTIVITY 1  [bookmark: _Ref35349341]

	a) Identify current legislation and related documentation that will be relevant to your chosen workplace, and where such documentation can be found. 
b) For each document identified, outline one (1) excerpt or requirement that it specifies for your chosen workplace.
c) Use an example to explain how the identified excerpt or requirement is relevant to your workplace



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Section 19: A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers.

	Link to workplace

	As a workplace that requires high risk work tasks to be undertaken (e.g. training in dogging, rigging, scaffolding, forklift use), the health and safety of workers must be ensured by the person conducting a business or undertaking. This does not require all measures to be implemented, but those considered to be reasonably necessary, such as providing safe plant, information, instruction and training. 




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2012 (SA)

	Relevant excerpt/requirement for chosen workplace

	Division 2—Primary duty of care 
19—Primary duty of care
A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers—


	Link to workplace

	When a new worker comes to site, they are required to report to the Safety advisor immediately prior to carrying out any work. The HSR will conduct an induction to the site, giving all relevant instructions and outlining their responsibilities on site. The HSR and supervisor will take the new worker/s for a drive around site before they start work and answer any questions they may have. 



	Name and location of Regulation 

	Work Health and Safety Regulations 2012 (SA)

	Relevant excerpt/requirement for chosen workplace

	12-Assessment of risk in relation to a class of hazards, tasks, circumstances or things If these regulations require an assessment of risks to health and safety associated with a hazard, task, thing or circumstance, an assessment of risks associated with a class of hazards, tasks, things or circumstances may be conducted if—

	Link to workplace

	On Shamrock job sites we have several documents we can implement prior to undertaking works. Before carrying out any task on site, a Just a sec card should be filled out by the individual or work group. This shows job steps to be taken and highlights potential risks of the task. We also have hazard cards, which can be filled out in addition, if a hazard out of the scope is found. Management also conduct a daily ob’s card each day while watching a task being performed or just a general overview of site. 




	Name and location of Code of Practice

	https://www.safework.sa.gov.au/__data/assets/pdf_file/0003/136263/Excavation-Work.pdf

	Relevant excerpt/requirement for chosen workplace

	This Code of Practice on excavation work is an approved code of practice under section 274
of the Work Health and Safety Act (the WHS Act)

	Link to workplace

	Any person working on an excavator within the organisation must take into consideration hazards, risks, risk assessment or risk control before performing any task. They are provided with an excavation permit , which is assessed by a HSE advisor, site supervisor & with the operator. Operators are also asked to fill out a JAS (just a sec) card to outline any risks or hazards they identify. 




	Name and location of Standard

	Acoustics: hearing protection
https://library.safework.sa.gov.au/fullRecord.jsp?recno=44702

	Relevant excerpt/requirement for chosen workplace

	Specifies requirements for the design, material, and performance of conventional hearing protectors. Also provides guidance on the general requirements for specialist hearing protectors and procedures for the physical and acoustic testing of such devices

	Link to workplace

	In the company’s SOP there is a requirement to wear ear plugs when operating certain machinery. One example is while operating a roller as the noise levels are very high and can cause damage after prolonged exposure. 



	Name and requirement of Guidance Publication

	https://www.safework.sa.gov.au/__data/assets/pdf_file/0008/733391/Toolbox-Safety-Talks-Slips,-trips-and-falls.pdf

	Relevant excerpt/requirement for chosen workplace

	A Person Conducting a Business or Undertaking (PCBU) has a duty of care under the Work Health and Safety Act 2012 (SA), to provide a safe workplace and systems of work, information, instruction, training, and an opportunity for workers to consult about WHS. In relation to slips, trips and falls, this would include identifying hazards, assessing risks, and managing the hazards.

	Link to workplace

	When undertaking tasks on the work site, there is a risk of slips, trips, and falls. When getting out of you machine and on uneven ground you could trip and fall resulting in an injury. 




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Identify one (1) of each of the following within your chosen organisation:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

For each, summarise:
· Its purpose
· How it can be accessed
· How it can be developed and changed to ensure compliance with WHS legislation, using examples.




	Name and purpose of WHS Policy

	Social media policy. 
 The objective of this Policy is to ensure that employees of Shamrock Civil Engineering (Shamrock) understand the company’s approach to social media and what is considered to be acceptable use of technology. Shamrock aims to create a working environment and culture amongst its employees, 

	How document can be accessed

	"S:\01 POLICIES\HR-POL-14.02 Social Media Policy.pdf, can be accessed through Shamrocks shared public drive on the computer. 

	How it can be developed and changed to ensure compliance with WHS legislation

	Regularly reviewed by A member of the HSE team and approved by the CEO



	Name and purpose of WHS Procedure

	Drug and alcohol procedure. Shamrock Civil Engineering (SCE) has an obligation to minimise risks associated with fitness for work for all employees, contractors and visitors whilst at the workplace or whilst carrying out activities on behalf of (or when representing) the company.

	How document can be accessed

	"S:\02 PROCEDURES\Health & Safety (HS)\HS-PRO-09.05 Drug and Alcohol.docx"
can be accessed through Shamrocks shared public drive on the computer.

	How it can be developed and changed to ensure compliance with WHS legislation

	 Regularly reviewed by A member of the HSE team and Approved by the Head of HSEQT




	Name and purpose of WHS Process

	A workplace health and safety management system is a set of policies, procedures and plans that systematically manages health and safety at work and can help to minimise the risk of injury and illness from workplace operations.

	How document can be accessed

	Can be accessed through the company’s shared drive, on the computer

	How it can be developed and changed to ensure compliance with WHS legislation

	Regularly reviewed by HSE and operations and approved by head of HSEQT



	Name and purpose of WHS System

	At its core, a WHS management system is any system that helps a business create a safer workplace environment.

	How document can be accessed

	Can be accessed through the company’s shared drive, on the computer.

	How it can be developed and changed to ensure compliance with WHS legislation

	Regular auditing and addressing any identified non compliances 




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref35349356]

	For the purpose of the company manual, you are to explain the role of WHS in your chosen workplace, by developing a report in the following structure:

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose 
· The objectives and principles underpinning WHS legislation

2.0 [bookmark: _Ref35352163]WHS REGULATOR
· Identify the WHS regulator that applies to your company
· Explain the functions and powers of the WHS regulator and how they are exercised

3.0 INDIVIDUALS AND PARTIES
3.1 [bookmark: _Ref35349413]WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 [bookmark: _Ref35349414]PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS
· Outline PCBU’s WHS duties under the legislation
· Identify PCBU’s WHS rights under the legislation
· Explain PCBU’s WHS obligations under the legislation

4.0 [bookmark: _Ref35349420]COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed and monitored for WHS compliance with legislation and how these findings are reported and documented
· Identify ways in which workers’ and PCBU’s WHS training needs are assessed 
· Identify how the workplace provides support for workers’ and PCBU’s training needs

5.0 CONCLUSION
· Explain the importance of WHS to your company
· Identify that workers and PCBUs have varying WHS duties, rights and obligations under the legislation
· Express the importance of maintaining compliance and addressing training needs


TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as workers, health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer specifically to the legislation using section numbers, so that the reader could refer to the legislation for more information if they wanted to.  




	1.0  INTRODUCTION

	Shamrock Civil Engineering (SCE) / Waanyi Shamrock United (WSU) are privately owned civil construction companies, delivering services to the gas and mining, transport infrastructure, commercial, defence and government development sectors.
[bookmark: _Hlk128308570]Compliance obligations are SCE / WSU’s commitment, being either a legal fulfillment or to adopt as best business practices. We use construction management plans such as, WHSMP, PRA, CEMP, EMP’s SWMS, SOP’s and conduct weekly site inspections

	2.0  WHS REGULATOR

	Safe Work SA, is the WHS regulator. WHS regulators inspect workplaces, and advise on and enforce laws, including to: provide advice about rights, duties, and responsibilities, and complying with local laws. Assist PCBUs, workers and others to resolve WHS issues. ensure compliance by issue notices. The regulator has the power to do all things necessary to ensure performance of its functions. 

	3.0  INDIVIDUALS AND PARTIES

	3.1  [bookmark: _Ref35350615]WORKERS

	As a worker you have a legal responsibility to take reasonable care for their own health and safety and not put others at risk. Comply with any reasonable instructions, policies and procedures given by their PBCU. You will find this on the SafeWork SA website under Work Health and Safety Act 2012 (SA) 28- Duties of workers
You have the right to a safe and healthy work environment, including, safe machinery and structures. Instruction, training, and supervision. PPE should be provided. Consultation about safety in the workplace, which is covered in the company’s induction. This is a mandatory requirement for anyone new to site, prior to commencing work. The worker has the right to cease any work that they feel is unsafe. With will find this on the SafeWork SA website under Work Health and Safety Act 2012 (SA) 84- Right of a worker to cease unsafe work.
Your obligations under WHS legislation is to comply with all policies, procedures and instructions in relation to work, health and safety (WHS) wear all required PPE. operate plant and machinery in line with correct policies, procedures and training. This is found on the SafeWork SA website under, https://www.safework.sa.gov.au/workers/worker-responsibilities

	3.2  [bookmark: _Ref35350616]PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	A person conducting a business or undertaking must ensure, so far as is reasonably practicable, that the health and safety of other persons is not put at risk from work carried out as part of the conduct of the business or undertaking. A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of; workers engaged, or caused to be engaged by the person; and workers whose activities in carrying out work are influenced or directed by the person. This is found on the SafeWork SA website under, Work Health and Safety Act 2012 (SA) 19- Primary Duty of care.
 PCBU’s have the right where reasonably practicable, to provide workers with a safe work environment, regular maintenance of plant, equipment, and structures, up to date SWMS, regular training and instruction manuals for plant, structures and substances and provide access to adequate functioning facilities for workers, provide any information, training, instruction, or supervision necessary to protect workers and to monitor the health of worker, to prevent illness or injury. This is found on the SafeWork SA website under, Work Health and Safety Act 2012 (SA) 19- Primary duty of care 
 PBCU’s must meet its obligations so far as reasonably practicable to provide a safe and healthy workplace for workers or other persons by ensuring safe systems of work a safe work environment accommodation for workers, if provided, is appropriate safe use of plant, structures and substances  

	4.0  [bookmark: _Ref35350620]COMPLIANCE

	Within our organisation our management system in how we can identify the legal framework. Our organisation identifies as a PCBU, which means we have the responsibility to provide a safe workplace, by eliminating risks and hazards so far as reasonably practicable. I recently done a PRA review (project risk assessment), which I have attached. A Project Risk Assessment shows how we as the business identify potential risks and hazards, while following the acts and regulations that apply to the company. As a project team we look at all the risks and hazards that are on our job site, and ways we can reduce or eliminate them. This is something that we review every 3 months to keep up to date with what hazards are still relevant to the job.
When a new employee or subcontractor comes to site, us as HSE in the organisation provide them with a site-specific induction. In the site induction we go through the workers responsibilities and the PCBU’s duties. They are also provided with SWMS that are relevant to them, to read and sign on to. We show them how to use the Just A Sec card, in order for them to do their own personal risk assessment before starting a job. The company’s policy is put up in the crib room for everyone to be able to easily access the information. I have attached the general SWMS and a copy of a JAS card.


	5.0  CONCLUSION

	Within our organisation it helps us to keep our personnel as safe as reasonably practicable. It improves work productivity by reducing injury and illness in the workplace due to hazards.
Under the legislation in south Australia, the roles of both workers and PCBU’s have differing duties, rights, and obligations. As a worker they have a legal responsibility to take reasonable care for their own health and safety and not put others at risk. As a PCBU you have the legal responsibility where reasonably practicable, to ensure they provide a safe work environment, regular maintenance, up to date information, provide information, training, instruction, and supervision. To protect the health and safety of workers. Maintaining compliance within the workplace helps to reduce the risk of hazards caused through lack of training, information, and supervision. This helps to keep people safe and free of harm while at work.  




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Sarah Smith

	
	

	Participant signature
	
	
	

	Date
	27/02/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	7
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351059]ASSESSOR COMMENTS

	


What are the objectives and principles underpinning WHS? 
Tick your response.

	Answer
	Choice
	Possible Answers
	

	
		To ensure that people receive a large compensation payment when injured
	

	
		To create barriers for businesses in their day-to-day operations
	

	
		To assign responsibilities and confirm rights of those in the workplace, with regards to safety
	

	
		To provide specific ways in which everything in the workplace must be conducted
	




[bookmark: _Ref35350952]When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Inspectors
	

	
		Legislation
	

	
		Codes of practice
	

	
		Policies and procedures
	




[bookmark: _Ref35350961]Which of the following are functions and powers of the WHS regulator? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		To enforce WHS law
	

	
		To promote compliance with WHS law
	

	
		To represent you in court if you breach WHS law
	

	
		To supply WHS equipment
	




[bookmark: _Ref35351038]True or False (Tick your response): All levels of a workplace (e.g. PCBUs down to the worker level) can be involved in developing, implementing and monitoring changes to workplace policies, procedures, processes and systems in order to achieve compliance.

	Answer
		True 
	
	

	
		False 
	
	



[bookmark: _Ref35350969]Which of the following methods can be used to advise others about WHS compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Training sessions for all staff
	

	
		Emails about changes to laws
	

	
		A suggestion box to allow workers to raise inadequacies
	

	
		Having a legal advisor speak at a staff meeting
	




[bookmark: _Ref35417543]Which of the following methods can be used to monitor the effectiveness of workplace policies and procedures? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Internal audits
	

	
		Observing trends through hazard/incident/injury reports
	

	
		Interviews with those in the workplace
	

	
		Workplace inspections from legal advisors
	




[bookmark: _Ref35350954]Order the following elements of the WHS legal framework from the most legally enforceable to the least legally enforceable (1 = most enforceable; 5 = least enforceable).

	Answer
	Enforceability
	Element
	

	
	5
	Policies and procedures
	

	
	3
	Codes of practice
	

	
	4
	Standards
	

	
	1
	Acts
	

	
	2
	Regulations
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	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Sarah Smith

	
	

	Participant signature
	
	
	

	Date
	27/02/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
		
	Task 1 (Occasion 2)
		



	ASSESSOR COMMENTS

	


BSBWHS412
Assist with workplace compliance with WHS laws

	Practical Task 1 (2X)

	Description of task:
Two (2) PCBUs have asked you to review their WHS policies/procedures, as provided, to ensure that each policy/process/procedure reflects the WHS duties, rights and obligations of those in the workplace. You are to:
· Prepare a report for each workplace’s PCBU which outlines your findings, making recommendations on how policies, procedures, processes and systems should be developed to support compliance, and potential regulator action if not observed;
· Update the policies/procedures to address any identified non-compliances; and
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for workers to ensure they are aware of the updated policies/procedures, current legislative requirements and identify how these will be monitored
· Listen to your audience during this presentation and appropriately respond to any questions asked by your assessor

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
· Report to PCBU 
· Workplace checklist for monitoring compliance 
· Presentation materials (e.g. PowerPoint) for each workplace’s workers 

The assessor is to provide detailed comments on the tasks completed by the participant. Detail should be recorded in the Assessor’s Comments (e.g. questions asked by assessor during presentation).

	Resources required: 
Policies/procedures (x2), computer. 

	Assessment of task

	Name of participant:
	Sarah Smith

	Name of assessor:
	

	Location:
	

	Date:
	

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

	
	1st
Occasion
	2nd
Occasion

	1 Review WHS in the workplace

	1.1A.  [bookmark: _Ref35418484]Identify current WHS laws and documentation relevant to the organisation’s operations, seeking advice from legal advisors as required. 
		
	1.1B.  [bookmark: _Ref35418493]Determine legal requirements for the workplace – including duties, rights and obligations of PCBU and workers. 
		
	1.1C.  [bookmark: _Ref35418973]Review provided policy/process/procedure, identifying legislative non-compliances.
		
	2 Provide advice about WHS legislative compliance

	1.2A.  [bookmark: _Ref35418516]Prepare a report for PCBU which outlines findings – including:
· An outline of the PCBU’s duties, rights and obligations (including references to relevant legislative sections)
· A summary of identified non-compliances, and potential action that the WHS regulator could take
· An updated policy/process/procedure to address identified non-compliances (including how these will be monitored to ensure legislative compliance)
· Recommendations on how processes and systems should be developed to support compliance
		
	1.2B.  [bookmark: _Ref35418522]Develop a workplace checklist that can be used to monitor compliance of the updated policies/procedures.
		
	3 Maintaining WHS legislative compliance

	1.3A.  [bookmark: _Ref35418577]Develop a presentation for workers which covers:
· Identification of workers’ duties, rights and obligations – with direction on how to locate such information
· An outline of updates to policies/procedures and how they meet current legislative requirements
· Examples of how these new policies/procedures will be monitored to ensure legislative compliance
		
	1.3B.  [bookmark: _Ref35418579]Deliver presentation (in person/via live stream video) and listen to your audience to respond appropriately to any questions. 
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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