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ASSESSMENT FOR BSBWHS403

	Student name
	Nick Duffy

	Date of assessment submission
	4/05/2020


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. 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
	Construction site

	Workgroup
	Paynter Pty Ltd



	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

	supervisor

	Roles, duties, rights and responsibilities regarding consultation and participation

	As stated by safe work Aus. A Principal contractors for a construction project, as persons who manage or control the workplace, have specific duties under the WHS Regulations to have arrangements in place for consultation, co-operation and the co-ordination of activities between any persons in the workplace (Safe work Aus). The role of a supervisor in a workplace is to identify hazards and near misses in the workplace and put control measures in place to ensure he/she is providing a safe workplace for all workers, subcontractors and visitors who come to site. Consultation is a type of control measure as it allows the supervisor to communicate with the PCBU and other workers to create compliance amongst the workplace. A supervisor also represent workers in your work group/on site and monitors that the person conducting the business or undertaking (PCBU) is ensuring health and safety standards.


	Documents which outline roles, duties, rights and responsibilities

	· Workplace health and safety Act 2011
· Work health and safety consultation, co-operation and coordination Code of Practice 2011
· Work Health and Safety Regulation 2011


	Communication method and timeframe

	Management and a PCBU would explain to a supervisor of their roles, duties rights and responsibilities. You would discuss it through verbal calls, meetings, emails or a company induction process. 





	Name of Individual/Party 1

	PCBU

	Roles, duties, rights and responsibilities regarding consultation and participation

	The role of a PCBU in a workplace as outlined by the WHS Act 2011should consult with workers, this is done so by sharing relevant information with workers such as health and safety alerts and company policy changes. The PCBU has a responsibility to take into account views of workers by involving in participation process for all workers to express their opinions and raise any health and safety concerns or questions they may have. Another role of the PCBU is to stay up to date with relevant safety alerts and changes to legislation so there policies can be regularly updated to achieve compliance.

	Documents which outline roles, duties, rights and responsibilities

	· Workplace health and safety Act 2011 Sec 47 –
“The person conducting a business or undertaking must, so far as is reasonably practicable, consult, as required under in this division and any regulation, with workers who carry out work for the business or undertaking who are, or are likely to be, directly affected by a matter relating to work health or safety”.
· Work health and safety consultation, co-operation and coordination Code of Practice 2011
· Work Health and Safety Regulation 2011
All these documents underpin the rights duties and responsibilities of a PCBU regarding of consultation and participation in the workplace, A safe workplace is more easily achieved when everyone involved in the work communicates with each other to identify hazards and risks, talks about any health and safety concerns and works together to find solutions. 


	Communication method and timeframe

	You would communicate to your PCBU during meetings, via email or phone call regarding consultation in the workplace.  Adequate time must be allowed for group discussion.





	Name of Individual/Party 2

	Worker

	Roles, duties, rights and responsibilities regarding consultation and participation

	As a worker you have a duty of care for yourself and the workers around you. You have a responsibility to report of any hazards or un safe work practises on site. You also have the responsibility to follow all site safety rules and control measures that are in place to ensure of your own safety and the safety of people around you.

	Documents which outline roles, duties, rights and responsibilities

	· Workplace health and safety Act 2011
· Work health and safety consultation, co-operation and coordination Code of Practice 2011
· Work Health and Safety Regulation 2011


	Communication method and timeframe

	During a workers site induction they must read their company and task specific safe work method statement. This outlines all of the tasks they will be doing on site and will explain all of the safety procedures and PPE that must be worn when completing the task. When the worker is doing his induction you will also explain to them the site specific safety measures, such as: where to obtain first aid, the emergency evacuation point and any other site specific safety measures. An induction usually takes 30 mins.




	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

	Work team meetings is an opportunity for workers to meet and discuss any health and safety matters that may be of concern without management being present. It provides opportunity for face to face consultation which can be one of the most effective forms of communication.

	Your involvement in set up and running of process

	A team meeting can just be a verbal conversation between workers discussing issues or safety, If they think it should go higher up they could bring the quiery up to management to seek a resolution. .

	How you communicate with individuals and parties about process

	Team meetings are a way of face to face communication, which allows the receiver's of the information to add more ideas to the process or ask questions if they have any concerns or don’t understand the information that is being presented. This is good because all people present at the meeting will have a greater understanding of the information that was provided and people can elaborate and brain storm on the process or procedure in a group setting.

	How you support participation of individuals and parties in process

	In work team meetings consultation and participation is far more economical because it is in small groups and is generally with people you are familiar with so it’s easy to communicate with them. 




	Name of process 1

	Tool box meetings

	Describe process

	A tool box talk is a form of consultation within the workplace for all members of the workplace to raise any health and safety concerns they may have. A tool box talk occurs weekly, but can occur more frequently if deemed necessary. During a toolbox talk the supervisor/ WHS officer informs the subcontractors and workers of any high risk work that is being conducted on site. They will also bring up any hazards or incidents that have occurred if necessary. Any worker or subcontractor can also bring up any questions or safety concerns they have regarding the site. 

	Your involvement in set up and running of process

	All workers will come together in an open area and listen to the site supervisor talk about any safety alerts or concerns he may have, and then fill everyone in with any tasks that are happening throughout the work.  

	How you communicate with individuals and parties about process

	Assure it is being conducted in an area that is free of any noise so it is more efficient. Communication is important, by getting people involved in the tool box and asking the subcontractors questions will make sure everyone is paying attention and listening. 

	How you support participation of individuals and parties in process

	All subcontractors supervisors for each trade need to fill out their own toolbox talk prior to each site toolbox which all of their workers need to sign, there toolbox includes and site safety concerns they have or any issues they think need to be raised. It is also used to document of any high risk work that will be conducted throughout the week or any deliveries that a crane is needed for.  




	Name of process 2

	Monthly Site staff meetings

	Describe process

	Every month all site staff have a site staff meeting, this involves of the communication and consultation from all workers regarding safety alerts, hazards, updates to standards and legislation, near misses and incidents that occur on site. The agenda of the process is to discuss any hazards, incidents or near misses that occur on any site. Its also another opportunity to discuss any safety alerts or of any new company policy or procedure changes.

	Your involvement in set up and running of process

	My role as a part of this meeting is to raise any site safety concerns I have, the people who are involved of running these meetings is management and our HSEQ regulator. They will organise any safety breaches or alerts that they think are relevant for the meeting and any concerns they may have regarding health and safety. 

	How you communicate with individuals and parties about process

	The meeting is run in an open conversation type of way, such as it allows everyone to give their own opinion and bring up any concerns they may have. The process is about sharing information and brainstorming ideas about changes to legislations and company policies and how to adapt to them.

	How you support participation of individuals and parties in process

	Because these meetings are split up into groups of 10 it makes it easy to communicate with everyone and allow everyone to get involved. If there were to be 30 people in each meeting it would be a lot harder to consult everyone and not many people would be able to participate in the meeting. 




	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

	PCBU

	Required for effective involvement in consultation and participation 

	A PCBU is constantly involved in meetings and electronic communication to its employee’s regarding safety alerts, changes to policy’s or procedures, and changes to legislation. So it is vital for the principle contractor to constantly update its employer's with these and assure they have an understanding of the changes so they can implement them throughout the company. By holding meetings it allows a face to face communication process so the information is easily portrayed across to the employee’s and they are able to ask questions if unsure to clarify. The WHS ACT 2011 states that all workers are to be given a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision making process. 

	Training that may be provided to assist

	“However, it is important that people involved in these WHS consultation arrangements have the necessary skills and knowledge to participate effectively and to ensure PCBU compliance with general duty care training obligations.” (Health and safety advisory service). It is important that the PCBU has the correct training to be able to provide correct consultation and participate processes in WHS information to employees so they can have a greater understanding of WHS policies and procedures. There are many registered training organisations that provide necessary skills and knowledge in courses that promote consultation skills amongst the workplace. Further to this the PCBU has a duty of care to conduct in house training to train employee's in any WHS duties. These can be things such as tool box talks, meetings and emails which are all ways to promote and improve consultation and participation in the workplace.


	Your involvement in delivery of training

	As a PCBU you are required to ensure all employees have the appropriate training and up to date training. As stated above in house training is a great way for all members of the company to communicate any ideas and concerns they may have which is all learning for everyone as it helps problem solve and discuss ways to adapt to any relevant safety alerts or changes that may impact the company.  




	Name of Individual/Party 2

	Worker

	Required for effective involvement in consultation and participation 

	Further to the consultation and participation processes that were outlined in question two, it is required that a worker to be involved in team meetings, site staff meetings to be fully educated in health and safety in the workplace.

	Training that may be provided to assist

	Possible training for a worker to assist with consultation and participation could be in house training and meetings to help. Meetings are good because they provide efficient ways to discuss WHS matters and allow all members to have input and ask questions to clarify any concerns they have. Meetings are also good ways to brainstorm various ideas and opinions of WHS matters. If further training is required employer's can organise external training such as courses, workshops and online sources to help further improve the workers skills onsite.

	Your involvement in delivery of training

	As a supervisor and health and safety practitioner it would be my responsibility to ensure all workers on my job site have the appropriate training they need to conduct work. As the supervisor you are responsible for any injuries incidents or near misses that occur on site, so you have a duty of care in the involvement that all workers are appropriately trained. This could be done by providing in house training or if required further training by registered training organisations.




	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

	Language barrier to workers and subcontractors

	Measure to remove barrier

	A way to remove the language barrier between people could be by using different forms of communication and be more clearer in how you communicate to people. With the introducing of technology it can make it more difficult because people interpret words in more than one way. To overcome this, the use of more clear and specific words and phrases will overcome this barrier. Another language barrier solution is the use of meetings and tool box talks as they are a face to face control measure and allows your audience to ask questions if they don’t understand. The use of signage, statistics and diagrams is another form of communication that can help to portray your message.

	Contribution to development of measure

	Ways to contribute developing the measure could be to have site meetings to discuss ways to be proactive on site if people don’t speak English well. This could be by brain storming different methods of communication that could be used to create a much safer job site. 

	Contribution to implementation of measure

	Ways of implementing these controls can be through site tool box talks and team meetings on site with small groups. More ways of implementing control measures can be through training, both in house and formal training.

	Contribution to evaluation of measure

	After you have developed and implemented a control measure when consulting WHS it is important to review measures that are in place with your health and safety regulator and management to ensure that you are compliant with legislation. A way to review the implementation could be through surveys and verbal conversations with workers.





	Describe barrier 2

	Training barrier

	Measure to remove barrier

	In a workplace one of the most important things is assuring all workers on site have the appropriate training. From an employer's point of view it is very hard to keep up to date with training of workers and training expiry etc. A possible control measure to implement could be a training register with all employer's current workplace training such as first aid and cpr if required or any other tickets that have an expiry date. The use of a training register could be used by the employer's nominated HR manager to keep a record of every employer's training requirements and be checked on a monthly basis to see when someone needs to have their training updated. 

	Contribution to development of measure

	As a WHS practitioner you have a duty of care for the safety of workers and ensuring they are appropriately trained to do their job. Training is an important part of a construction project as there many ways training can be conducted. A way to help develop this measure could be by conducting a meeting discussing the potential control measure and ask for peoples opinions.

	Contribution to implementation of measure

	Playing a part in the contribution to the implementation of a training register could be by sending out emails asking what formal training everyone has obtained and when they need to be reviewed or refreshed, or communicating with all employee’s to discuss if there are any potential training gaps in all employees. Another option could be to issue out an email with a survey for everyone to answer  regarding formal training and to tick which training they have completed and when it was completed.   

	Contribution to evaluation of measure

	There are many ways that you can evaluate the effectiveness of WHS consultation and procedures. These are things such as an employee’s involvement in work meetings and feedback received by the implementation of new policy's and processes. Another way to evaluate to the development and implementation of the control measure is to send out suggestion boxes to employee's so they can evaluate the new measure and send out any improvements and ideas to higher management.  




	Describe barrier 3

	technology

	Measure to remove barrier

	Technology is becoming a huge part of the construction industry with the introduction of online document managing systems and online meetings it is vital for all workers to keep up to date with the necessary and up to date training to ensure consultation and participation is compliant in the workplace. A measure to remove the technology barrier would be to insure all formal and informal training is being conducted to all employees. This is important as technology progresses, meetings are scheduled over computers and reports, safety documents and access to current legislation such as codes of practice, standards and acts etc.  

	Contribution to development of measure

	Ways to further develop this process would be to conduct in house training with employees explaining processes to accessing documents and conducting safety procedures that are now one hundred percent conducted and accessed online. These are things such as weekly and monthly safety reports, hazard logs, incident reports, safe work method statement reviews and plant and equipment registers. 

	Contribution to implementation of measure

	Contributing to the implementation of the control measure could be by running small group workshops that is run by the Health and safety regulator to ensure that each employee is involved in the participation of the course and can have a greater understanding of the use of technology in the workplace.

	Contribution to evaluation of measure

	There are many ways to evaluate and assess the effectiveness of the control measure that has been put in place to eliminate the potential barrier of technology in the implementation of consultation and participation in the workplace. Surveys and suggestion boxes are a way to monitor the effectiveness of the measure as it allows the employee to give feedback and make suggestions on the measures that have been put in place. These are good ideas as it also allows you to communicate any system improvements or queries through to management. 




	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. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	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. 
☒ 	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. 
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture related to WHS
☒ 	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.
	☒

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

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

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

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

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

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

	Name of observer
	Sally Abercrombie

	Role of observer 
(Confirm their suitability to sign)
	☒ Trainer/Assessor	
[bookmark: _GoBack]☐ Other (specify): 

	Phone number of observer
	0404 467 375

	Email address of observer
	sally@adrainsca.com.au

	Signature of observer
	
	Date
	1/05/2020
	Comments
	PCBU responsible for setting annual training budget per employee.  Regular meetings with WHSR to discuss update of internal policies and standards to stay compliant.
PCBU responsible for setting company culture of safety and individuals roles in maintaining safe working environment.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers
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