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ASSESSMENT FOR BSBWHS403

	Student name
	Peter Hamilton

	Date of assessment submission
	Click here to enter a date.


	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. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· 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
	Local Demolition

	Workgroup
	1



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) 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

	Site Supervisor

	Roles, duties, rights and responsibilities regarding consultation and participation

	Role is to provide direct and/or indirect support to managers to assist them to meet their responsibilities regarding the consultation and participation processes. To assist in promoting WHS and meeting compliance requirements and to drive safety outcomes. Contribute to:
Implementing and maintaining WHS Consultation & Participation Processes;
Processes for communication and sharing WHS information & data
Identifying and meeting training requirements for effective WHS consultation and participation processes;
Identify individuals and parties involved. Meet with Health & Safety Reps and Workers/workers reps to overcome potential barriers.   

	Documents which outline roles, duties, rights and responsibilities

	Work Health & Safety Act 2011, Part 5 (46)
Work Health & Safety Consultation, Co-operation and Co-ordination Code of Practice 2011

	Communication method and timeframe

	Communication would be initially informal meetings, discussing any existing company procedures & processes that may be already in place and listen to any views or concerns that the stake holders may have. Reading updated legislation, Acts, regulations COD’s etc. to ensure these documents cover the legislation requirements. This should be able to be completed in a 2 week period. 




	Name of Individual/Party 1

	PCBU

	Roles, duties, rights and responsibilities regarding consultation and participation

	The PCBU has an obligation to provide for Consultation and Participation Processes. They is to consult with key stake holders (duty holders) in relation to WHS concerns and issues. They must share information/data with stake holders, give workers reasonable opportunity to express their views and raise WHS issues and contribute to the decision making process. They must take workers views into account and advise workers of the outcome of the consultation in a timely manner.

	Documents which outline roles, duties, rights and responsibilities

	WHS Act 2011 Part 5 (47). 
Work Health & Safety Consultation, Co-operation and Co-ordination Code of Practice 2011


	Communication method and timeframe

	Communication would be via a formal face to face meeting with “hand outs” outlining the required procedures and requirements in accordance with the Act and Regulations, COPs etc. This meeting would outline the roles, duties, rights and responsibilities that are expected from them. Presentation could be developed within a 1 week period and kept to a 1 hour meeting..




	Name of Individual/Party 2

	Work Group 1

	Roles, duties, rights and responsibilities regarding consultation and participation

	Workers must comply with any reasonable instruction and co-operate with any reasonable health and safety policy or procedure, for example procedures for consultation at the workplace. They have a right to express their views and have input into the decision making processes..

	Documents which outline roles, duties, rights and responsibilities

	Work Health & Safety Act 2011, Part 5
Work Health & Safety Consultation, Co-operation and Co-ordination Code of Practice 2011

	Communication method and timeframe

	Communication would be via a formal meeting with “hand outs” outlining the required procedures, requirements and expectations in accordance with the Act and Regulations, COPs etc  along with a projection screen showing the same material. This presentation would outline the roles, duties, rights and responsibilities that is expected from each individual/group. The presentation would have sufficient brakes for feedback and discussions. Presentation could be developed within a 1 to 2 week period and kept to a 2 hour session.




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	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) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	Consult with workers to organise a time, date and suitable venue to have the meeting that best suits everyone with as little inconvenience as possible. Once this has been organised, let workers know the relevant times, dates and location for the meeting along with what other information they need to bring along with them. 

	Your involvement in set up and running of process

	Develop handouts and meeting agenda and ensure all handouts, meeting agenda and stationary are available in hard copies for all attendees. Arrange a suitable venue, ensuring the venue has ample lighting, seating and table space. Ensure adequate ventilation, toilet facilities; drinking water, tea/coffee etc are available. Arrange tables, chairs etc so that everyone has a clear view of the projector screen. Familiarise myself with evacuation procedures etc for the venue and have a brief induction ready for presentation at the commencement of the meeting. .

	How you communicate with individuals and parties about process

	Each person in the meeting would have a copy of the agenda plus applicable handouts outlining the items for discussion. This would also be displayed on the projection screen. This would be read out and discussed as we progress through the material and notes taken of applicable feedback or questions and answers. 

	How you support participation of individuals and parties in process

	We would go through the applicable discussion points taking pauses at applicable times and requesting questions, feedback and/or comments by those present and ensure we listen to and discuss each comment. I would encourage all personnel to have some input into the discussion. On completion of the presentation further comments would be taken and documented. Then all information would be put together making relevant clarifications and entered into the meeting minutes. A copy of this would then be passed onto all those involved. If necessary a further meeting could be held to communicate the outcome of the discussions. .




	Name of process 1

	New Employee /s Induction

	Describe process

	Initial company induction clearly outlining company policies, procedures, processes, expectations and any other requirements of the company and employee requirements.   

	Your involvement in set up and running of process

	In consultation with the business manager, supervisors etc. develop a step by step process for the induction clearly outlining company policies, procedures, processes, expectations and any other requirements of the company. A sign off sheet would be developed for marking off of topics covered with an area for signing off by the employee and the presenter, including date, time etc of the induction.  

	How you communicate with individuals and parties about process

	Once the Induction Process has been developed, sit down with those involved in its implementation and go through the process step by step to ensure everyone understands the process and that it meets company expectations/requirements along with legislative requirements. 

	How you support participation of individuals and parties in process

	Each point would be discussed and feedback would be requested on whether more or less information is required. All viewpoints would be listened to and notes would be taken on comments. I would encourage all personnel to have some input into the discussion. Once this information has been received make any alterations necessary and then the formal document entered into the system for use. 




	Name of process 2

	Safety Management Meetings

	Describe process

	A formal meeting between company management and workers reps to discuss WHS issues, processes, policies etc.

	Your involvement in set up and running of process

	Consult with management, supervisors etc on how these meetings should be setup and run, frequency and location of meetings. Setup a formal agenda to discuss outstanding, current and new issues. Discuss any processes or procedures that may require attention. Should also be a topic to discuss any ideas/concerns raised by workers in relation to WHS. 

	How you communicate with individuals and parties about process

	Initially would be verbal non formal discussions and note taking, followed by emails and hard copies being sent out of written process for persons to peruse and make comment prior to the process being formally introduced. Once the final format has been produced a formal meeting would be held to go over and confirm that everyone understands it..

	How you support participation of individuals and parties in process

	By holding formal and informal meetings, discussing the topic and listening to comments and suggestions and then supplying feedback on the topics and outcomes. I would encourage all personnel to have some input into the discussion..




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Work Group 1

	Required for effective involvement in consultation and participation 

	For the Work Team to be effectively involved in consultation & participation they must have some interest and knowledge in the subject and legislative requirements. They must be able to listen to other points of view subjectively and give comment without being too emotional. They must discuss the matter at hand and not side track onto other areas that do not relate to the topic being discussed. They must also be in a position to pass on their own views without being worried of being ridiculed. 

	Training that may be provided to assist

	The workers may require to be trained further in company policies and procedures to better understand the company and legislative requirements and what these are meant to provide, IE: these documents are meant to provide a safe workplace for everyone and not there to hinder their work or make it harder.  They may require some training in legislative requirements, effective ways to communicate and/or the consultation and participation processes. 

	Your involvement in delivery of training

	By listening to the workers and their concerns and understanding what their needs are and their knowledge basis, I could see what further knowledge they require and organise or develop a suitable training package that best suits their needs and one that is delivered in the way that best suits them. IE: Some people like formal written training, others fair better by sitting face to face and discussing the subject with certain things being further explained in plain english. 




	Name of Individual/Party 2

	PCBU

	Required for effective involvement in consultation and participation 

	For the PCBU to be effectively involved in consultation & participation they must have knowledge and understanding in the subject being discussed and applicable legislative requirements. They must be able to listen to other points of view subjectively and give comment without being too emotional. They must be able to discuss matters without forcing their point of view onto others without first discussing the matters with others involved and listening to other points of view. They must also understand how their decisions affect others involved. 

	Training that may be provided to assist

	Training for the PCBU that may assist them could be just reading and understanding the legislative requirements for consultation & participation. May also require training in effective ways to communicate with others. It may only be that they require a visit to the job front to better understand the workers/associates etc on what they are doing, how they are doing it etc which would give them a more informed idea before making decisions.  

	Your involvement in delivery of training

	By sitting in on meetings etc. and having discussions with the PCBU I could identify what areas they require further training in and select some courses that would be of assistance. They may only require some re-enforcement of legislative requirements and company processes/procedures that I could sit with them and discuss.  




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

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




	Describe barrier 1

	Communication - Language (Cambodian employees)

	Measure to remove barrier

	A short term fix would be to have an interpreter. This is relatively easy within a large crew, someone would be able to do the interpreting. A long term fix would be to have the employee obtain english lessons.

	Contribution to development of measure

	Speak to the work crew and have someone volunteer to be the interpreter. Speak to employee (via interpreter) and encourage them to obtain english lessons and explain it would help them to gain work knowledge easier and reduce safety risks as they could more readily understand directions given by supervisors etc. Having an interpreter could also cause a financial burden on the company. 

	Contribution to implementation of measure

	If they were willing to take on english lessons, I could help them find a suitable course that’s affordable, within easy distance and does not interfere too much into their working hours. I could also help fill out application forms and speak to the trainers on the employee’s behalf.

	Contribution to evaluation of measure

	Should either an interpreter be utilised or the employee seek lessons, I would discuss with the employee themselves and their supervisor/fellow employees on how things are going and if the measures put in place are effective. I would also ask if they are all still comfortable with the given situation to ensure that they can all still work safely side by side. Continually monitor the situation until the issue is resolved. 




	Describe barrier 2

	Lack of Understanding

	Measure to remove barrier

	Training of those that have the lack of understanding in the field where they have the deficiency and help them understand the requirements..

	Contribution to development of measure

	Speak with those concerned and check company records find out what training they have already undertaken. Understand what position they hold and work duties so that the required training can be organised. 

	Contribution to implementation of measure

	Once we have the understanding of the training requirements, find the suitable information (company policies, procedures, different sections of the legislation etc) or training courses that best suit their needs. Organise a suitable time and place for the training and have it carried out..

	Contribution to evaluation of measure

	Monitor the worker and discuss with their direct supervisor to ensure that the measures put in place are affective and if not see if they require help with the training or require further training.




	Describe barrier 3

	Isolated Projects (Far North Queensland) 

	Measure to remove barrier

	Purchase laptop computer with internet access and a printer/scanner.

	Contribution to development of measure

	Setup computer so the supervisor and workers have access to emails and the company computer main frame to access WHS documents etc. and be able to print out documents and scan documents back to the head office. Could also include Skype so they can also be directly involved in meetings. 

	Contribution to implementation of measure

	Train the supervisor in use of the computer, how to access the safety documentation, use emails, scanner and Skype. 

	Contribution to evaluation of measure

	Monitor the situation and ensure that the supervisor and managers are satisfied with the communication methods and that they are working appropriately.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
x 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
x 	Health and safety committees
x	Internal involvement in inspections and audits
x 	Team meetings
☐ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
x 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
x 	Consultation meetings being too long and boring
x	Language, literacy and numeracy levels of the workforce
x 	Workplace culture related to WHS
x 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	x

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	x

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	x

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	x

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	x

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	x

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	x

	Name of observer
	Richard Swainson

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

	Phone number of observer
	0412 731 083

	Email address of observer
	d.swainson@ampe.net.au

	Signature of observer
	
	Date
	13/04/2016
	Comments
	




	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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