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ASSESSMENT FOR BSBWHS402

	Student name
	BENJAMIN WILLIAMS

	Date of assessment submission
	28/11/2018


	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. Workplace and legal framework
	· Workbook response (below)

	2. Policy, procedures, processes and systems
	· Workbook response (below)

	3. Workplace duties, rights and obligations 
	· Workbook response (below)





ACTIVITIES

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

	Name of workplace
	EDSS — Electrical Data & Security Services





	ACTIVITY 1 

	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.



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.




	Name and location of Legislation (Commonwealth or State) 

	Electrical Safety Act 2002 (Qld) found at https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2002-042


	Relevant excerpt/requirement for chosen workplace

	Division 2 - Duties of Care
29 - Duty of electricity entity
1. (1)  An electricity entity has a duty to ensure that its works—
1. (a)  are electrically safe; and
2. (b)  are operated in a way that is electrically safe.
2. (2)  Without limiting subsection(1), the duty includes the requirement that the electricity entity inspect, test and maintain the works.





	Name and location of Regulation 

	Electrical Safety Regulation 2013 found at https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2013-0213

	Relevant excerpt/requirement for chosen workplace

	Part 3 Division 1
Electrical work
Electrical work on energised electrical equipment
14  Electrical work on energised electrical equipment is prohibited
Subject to this division, a person conducting a business or undertaking must ensure that electrical work is not carried out on electrical equipment while the equipment is energised.





	Name and location of Code of Practice

	Electrical safety code of practice 2013 found https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0007/59677/es-code-of-practice-risk-management.pdf

	Relevant excerpt/requirement for chosen workplace

	PART A: GENERAL ELECTRICAL SAFETY AT THE WORKPLACE
2 The Risk Management Process
A person conducting a business or undertaking must manage risks by identifying reasonably foreseeable hazards that could give rise to a risk, eliminating those risks so far as is reasonably practicable, or if that is not possible, minimising those risks by implementing control measures.





	Name and location of Standard


AS/NZS 3000:2018 Electrical Installations “Wiring Rules”
Found in the company intranet library – original document sourced by WHS Manager through SAI global. 
	

	Relevant excerpt/requirement for chosen workplace

	1.5 FUNDAMENTAL PRINCIPLES
1.5.4 Basic protection
1.5.4.1 General
Protection shall be provided against dangers that may arise from contact with parts of the electrical installation that are live in normal service.
1.5.4.2 Methods of protection
Basic protection shall be provided by one or any combination of the
following methods:
(a) Insulation, in accordance with Clause 1.5.4.3.
(b) Barriers or enclosures, in accordance with Clause 1.5.4.4.
(c) Obstacles, in accordance with Clause 1.5.4.5.
(d) Placing out of reach, in accordance with Clause 1.5.4.6.
RCDs are not recognized as a sole means of basic protection against contact with live parts but may be used to augment one of the above methods.





	Name and requirement of Guidance Publication

	Electrical safety code of practice 2010 - Works
found at - https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0009/59679/es-code-of-practice-works.pdf

	Relevant excerpt/requirement for chosen workplace

	1 - Introduction
1.2 Who must manage electrical risks?
A person conducting a business or undertaking has the primary duty under the ES Act to ensure the person’s business or undertaking is conducted in a way that is electrically safe. This duty includes:
· ensuring that all electrical equipment used in the conduct of the person’s business or undertaking is electrically safe; and
· if the person’s business or undertaking includes the performance of electrical work, ensuring the electrical safety of all persons and property likely to be affected by the electrical work; and
· if the person’s business or undertaking includes the performance of work, whether or not electrical work, involving contact with, or being near to, exposed parts, ensuring persons performing the work are electrically safe.





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	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

	Work Health and Safety Policy
This policy outlines EDSS commitment to providing a healthy and safe work environment and complying with all applicable WHS law. This policy specifically addresses electrical works.
Scope - This policy applies to all EDSS workers and to others on EDSS premises involved with, engaged in, or present during electrical works.


	How document can be accessed

	Document can be accessed through company intranet, it is visible throughout the corporate and site offices.


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

	It has been developed and reviewed by HSE Manager, HSE Advisors, HSE Reps on site and in consultation with management and workforce. It is reviewed on an annual basis to ensure compliance with WHS legislation. Where WHS legislation is changed before the review date, a HSE General Meeting is called up to review and make sure policy meets and ensures compliance with WHS legislation.




	Name and purpose of WHS Procedure

	Emergency Response & Evacuation Procedure
Purpose - The emergency plan specifies procedures for handling sudden or unexpected situations. The objective is to be prepared to: Prevent fatalities and injuries. Reduce damage to buildings, materials, and equipment.


	How document can be accessed

	Document can be accessed through company intranet, it is visible throughout the corporate and site offices.


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

	It has been developed and reviewed by HSE Manager, HSE Advisors, ERT Team, HSE Reps on site and in consultation with management and workforce. It is reviewed on an annual basis to ensure compliance with WHS legislation. Where WHS legislation is changed before the review date, a HSE General Meeting is called up to review and make sure policy meets and ensures compliance with WHS legislation.




	Name and purpose of WHS Process

	Risk Management Process
Purpose - The purpose of risk management is to identify potential problems before they occur so that risk-handling activities may be planned and invoked as needed across the life of the project to mitigate adverse impacts on achieving objectives..

	How document can be accessed

	Document can be accessed through company intranet, it is visible throughout the corporate and site offices.


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

	It has been developed and reviewed by HSE Manager, HSE Advisors, HSE Reps on site and in consultation with management and workforce. It is reviewed on an annual basis to ensure compliance with WHS legislation. Where WHS legislation is changed before the review date, a HSE General Meeting is called up to review and make sure policy meets and ensures compliance with WHS legislation




	Name and purpose of WHS System

	WHS System: Control of Low Voltage Electrical Work for Electrical Installations Safety System
This Safety Management System contributes to the elimination of the human cost of death, injury and destruction caused by electricity through:
• preventing persons from being killed or injured by electricity; and
• preventing property from being destroyed or damaged by electricity.


	How document can be accessed

	Document can be accessed through company intranet, it is visible throughout the corporate and site offices.


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

	It has been developed and reviewed by HSE Manager, HSE Advisors, HSE Reps on site and in consultation with management and workforce. It is reviewed on an annual basis to ensure compliance with WHS legislation. Where WHS legislation is changed before the review date, a HSE General Meeting is called up to review and make sure policy meets and ensures compliance with WHS legislation 




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	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 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 WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 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 COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed for WHS compliance with legislation
· 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

	EDSS has developed an integrated management system that exceeds the requirements of both the ISO 9001 Quality and AS/NZS 4801 Safety standards.

ISO 9001:2015
EDSS understands the importance of having a business framework that will allow us to consistently deliver a quality service that exceeds our customer’s expectations. With this quality goal in mind we have developed a management system that meets all of the requirements of the ISO 9001:2015 Quality Management System standard.

ISO 9001:2015 is the world’s leading management system standard applied to the processes that create and control the products and services of an organisation. It provides a structured approach to control business processes for meeting and exceeding the customer’s needs and expectations. It also facilitates in the achievement of organizational objectives.

The fundamentals of the framework have been integrated into our key business processes. The results of these processes are constantly reviewed as part of our Continual Improvement strategies. Our system is audited by International Standards Certifications annually to ensure our ongoing compliance.

AS/NZS 4801:2001
EDSS takes its responsibility of ensuring all employees at our work sites are provided with the safest possible working conditions. Our Occupational Health and Safety Management system has been designed to reduce the risk of an accident or incident occurring by ensuring that effective hazard management controls are implemented and understood by all staff.

A thorough internal inspection and auditing process ensures that all employees understand their safety responsibilities when working on or near our work sites. Results from these inspections and audits are reviewed to ensure our system is constantly improved.

Our Occupational Health and Safety Management system is fully compliant to AS/NZS 4801:2001 and is audited annually by International Standards Certifications. 

	2.0 WHS REGULATOR

	The Electrical Safety Office (ESO) is the Queensland electrical safety regulator. It seeks to make Queensland industries, homes and communities safe from the risk of electrical harm by focusing on compliance, enforcement, advisory and support services.

The ESO undertakes a wide range of activities to increase  awareness and promote electrical safety within all environments, with the key objective being to reduce the rate of electrical fatalities, injuries, and property damage within Queensland.

Responsibilities and functions of the ESO include:

· providing advice to the Minister and statutory  bodies, including the Electrical Safety Board and committees set up under the Electrical Safety Act 2002
· management of registration, licensing, approval  (electrical equipment) and accreditation regimes required under legislation
· developing and implementing  education and awareness activities to assist industry and the community to reduce  the risk of death and injury from electrocution, fire and explosion
· promoting  compliance with electrical safety laws and standards across industry and the  community, and enforcing standards when non-compliance is evident through a statewide inspectorate (including audits, incident  investigations and fire investigations where electricity is suspected of being  the cause)
· influencing and developing legislative framework, subordinate  legislation and standards for electrical safety
· providing information, training and guidance for industry to reduce risk  and make work electrically safe
· undertaking pre and post market surveillance schemes of equipment supply  to promote compliance with electrical safety laws and standards
· engaging with industry and the community to build partnerships  and collaborative efforts to improve electrical safety outcomes.

The focus of the ESO is guided by the  Electrical Safety Plan for Queensland. This plan is developed and reviewed  periodically by the Electrical Safety Board, which was established  under legislation to give advice and make recommendations to the responsible  Minister about policies, strategies, and legislative arrangements for  electrical safety in Queensland. The Board is chaired by the independent Commissioner for Electrical Safety.

Committing to work closely with the Electrical Safety Board to achieve its goal of eliminating  all preventable electrical deaths in Queensland, the ESO also engages  stakeholders from both industry and the community in a collective effort  towards improving electrical safety. The ESO believes this approach and engagement is pivotal in making significant progress towards an  electrically safe home, community and workplace environment.


	3.0 INDIVIDUALS AND PARTIES

	3.1 WORKERS

	The worker must - 
(a) take reasonable care for the person’s electrical safety; and
(b) take reasonable care that the person’s acts or omissions do not adversely affect the electrical safety of other persons; and
(c) comply, so far as the person is reasonably able, with any reasonable instruction that is given by the person in control of the electrical equipment to allow the person to comply with this Act.
Electrical Safety Act – Division 2 – Duties of Care – Duty of Worker


	3.2 PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	A person conducting a business or undertaking must ensure the person’s business or undertaking is conducted in a way that is electrically safe.
Without limiting subsection (1), the duty includes—
(a) ensuring that all electrical equipment used in the conduct of the person’s business or undertaking is electrically safe; and
(b) if the person’s business or undertaking includes the performance of electrical work, ensuring the electrical safety of all persons and property likely to be affected by the electrical work; and
(c) if the person’s business or undertaking includes the performance of work, whether or not electrical work, involving contact with, or being near to, exposed parts, ensuring persons performing the work are electrically safe.
Electrical Safety Act – Division 2 – Duties of Care – Primary Duty of Care


Duty of officers
If a person conducting a business or undertaking has a duty under this Act, an officer of the person conducting the business or undertaking must exercise due diligence to ensure that the person conducting the business or undertaking complies with that duty.
Electrical Safety Act – Division 2 – Duties of Care – Primary Duty of Officers


	4.0 COMPLIANCE

	Policies, procedures, processes and systems are developed and reviewed by the HSE Manager, HSE Advisors, HSE Reps on site and in consultation with management and workforce. They are reviewed on an annual basis to ensure compliance with WHS legislation. Where WHS legislation is changed before the review date, a HSE General Meeting is called up to review and make sure policy meets and ensures compliance with WHS legislation.
Workers and PCBUs are assessed for WHS compliance with legislation through training sessions, tool box meetings, annual performance reviews and  by maintaining the WHS training matrix up to date and relevant to the current legislation.
Workers and PCBU’s training needs are assessed through competency assessments: all training is carried out by registered training providers, skills maintenance courses, verification of competencies. All apprentices and trainees must complete the apprenticeship or be a trainee in an approved program. 
EDSS supports its workers and PCBUS training needs by providing training courses that are matched to the specific roles of individuals and teams and are compliant to the current legislation. The corporate culture encourages learning and development. Employees get regular feedback. The skills that are developed through training are long-term investments that will deliver long-term benefits to the business and its clients. We have staff members train others by way of cross training to make sure useful skills aren’t lost due to staff absences or retirement. We develop skills of existing staff by offering refresher courses, tool box meetings. Corporate senior staff mentor juniors in the office, and experienced electricians mentor apprentices in the field.  

Electrical Safety Act 2002 – Part 4 Licences – Division 1 – Requirement for Electrical Licences
Part 11 – Securing Compliance    .

	5.0 CONCLUSION

	Creating a safe work environment is a legal requirement and critical to the long term success of our business. It helps retain our staff, maximise employee productivity, minimise injury and illness in the workplace, reduce the costs of injury and workers’ compensation by making sure we meet our legal obligations and employee responsibilities.
Under Australian OH&S legislation our busines is legally obliged to provide safe work premises, assess risks and implement appropriate measures for controlling them, ensure safe use and handling of goods, provide and maintain safe equipment and materials, assess workplace layout and provide safe systems of work, provide a suitable working environment and facilities, & have insurance and workers’ compensation insurance for our employees.
Our workers and PCBUs have work health and safety obligations to themselves and their workmates. They must comply with instructions given for work health and safety, use any provided personal protective equipment (PPE) and be properly trained in how to use it, not wilfully or recklessly interfere with or misuse anything provided for work health and safety at the workplace, not wilfully place others at risk and not wilfully injure themselves.
Our policies and procedures provide a roadmap for day-to-day operations. They ensure compliance with laws and regulations, give guidance for decision-making, and streamline internal processes. Following policies and procedures is imperative for employees and our organization as a whole. We continually strive to address our training needs by way of assessing the gap between knowledge, skills and attitude that our workers and PCBUs currently possess and the knowledge, skills and attitudes they require to meet the organisation’s objectives. 





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. What are the objectives and principles underpinning WHS? 
Select the most appropriate response.
☐ 	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

	☐

	2. When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Select all that apply.
☒ 	Inspectors
☒ 	Legislation
☒ 	Codes of practice
☒ 	Policies and procedures

	☐

	3. Which of the following are functions and powers of the WHS regulator? 
Select all that apply.
☒ 	To enforce WHS law
☒ 	To promote compliance with WHS law
☐ 	To represent you in court if you breach WHS law
☐ 	To supply WHS equipment

	☐

	4. Which of the following methods can be used to advise others about WHS compliance? Select all that apply. 
☒ 	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

	☐

	5. Can all levels of a workplace (e.g. PCBUs down to the worker level) be involved in developing and implementing changes to workplace policies, procedures, processes and systems in order to achieve compliance? 
☒ 	Yes
☐ 	No

	☐




	6. 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). 
	Rank (1 – 5)
	Element

	5
	Policies and procedures

	3
	Code of practice

	[bookmark: _GoBack]4
	Standard

	1
	Act

	2
	Regulation




	☐




	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. In writing, request an appointment with a legal advisor (e.g. WHS Regulator, union, lawyer) to clarify your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3). 
	☒

	B. Meet with legal advisor and seek approval regarding your interpretation of WHS requirements in your workplace, as outlined in your report (Activity 3).
	☒

	C. During the meeting, use suitable structure and language when providing, seeking and discussing WHS legislative information.
	☒

	D. During the meeting, use questioning and active listening to clarify understanding.
	☒

	E. Document WHS legislative and organisational advice from legal advisor, making changes to your report (Activity 3) using structure, layout and language suitable for audience.
	☒

	Name of observer
	BRIGITTE BIASON

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

	Phone number of observer
	0418 789 082

	Email address of observer
	brigittebiason@hotmail.com

	Signature of observer
	
	Date
	27/11/2018
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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