Workbook - BSBWHS402 Assist with compliance with WHS laws

	Workbook - BSBWHS402 Assist with compliance with WHS laws

[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg]
BSBWHS402
Assist with compliance with WHS laws


Workbook - BSBWHS402 Assist with compliance with WHS laws	[image: CSTC_ Logo_No_Star.bmp]


 Copyright © 2018 CSTC Pty Ltd

All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 



CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 12
ASSESSMENT FOR BSBWHS402

	Student name
	Melanie Kingsley

	Date of assessment submission
	5/12/2018


	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
	Prime Constructions



	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) 

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

	Relevant excerpt/requirement for chosen workplace

	Section 29: Duties of other persons at the workplace
A person at a workplace, whether the person has another duty under this part, must take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons.





	Name and location of Regulation 

	Work Health and Safety Regulation 2011 (Qld) found at https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2011-0240#sec.12


	Relevant excerpt/requirement for chosen workplace

	Part 3.2 General workplace management , Division 5 Personal protective equipment,  44 Provision to workers and use of personal protective equipment.




	Name and location of Code of Practice

	How to manage work health and safety risks Code of Practice 2011 found at www.worksafe.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Step 1 – How to identify hazards. Identifying hazards in the workplace involves finding things and situations that could potentially cause harm to people. 




	Name and location of Standard

	AS/NZS 3012:2010 Electrical installations - Construction and demolition sites, found at www.standards.org.au

	Relevant excerpt/requirement for chosen workplace

	1.1 SCOPE This Standard sets out minimum requirements for the design, construction and testing of electrical installations that supply electricity to appliances and equipment on construction and demolition sites, and for the in-service testing of portable, transportable and fixed electrical equipment used on construction and demolition sites.




	Name and requirement of Guidance Publication

	‘A better way of working, Preventing sprains and strains in construction’. 
This fact sheet provides information on preventing sprains and strains, also known as musculoskeletal disorders (MSDs).

	Relevant excerpt/requirement for chosen workplace

	High risk work and hazardous manual tasks High risk and hazardous work often include high mental (e.g. time pressures and high workload) and physical (e.g. high force and sustained awkward postures) demands. For example, lifting a heavy beam using an awkward posture while working at height with time pressure to complete the work.




	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

	Prime Constructions PTY LTD QLD - Health, Safety and Environment Policy
Purpose – To identify and outline company policy, in relation to Workplace Health, Safety & Environment.

	How document can be accessed

	Procore – Company Intranet.

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

	Through the WHS Representative, all levels of the workplace can contribute to developing and updating policy. The WHS Representatives’ role, is to collaborate suggestions and manage change, through the use of the Prime Constructions HSEQ Management Plan (HSEQMP), as well as consultation to ensure compliance with legislation.




	Name and purpose of WHS Procedure

	Prime Constructions PTY LTD QLD – Incident Management Procedure.
Purpose - The purpose of Prime Constructions (QLD) Pty Ltd (Prime) Incident Management Procedure is to: 
· Record and classify work-related injuries, illnesses, and other Health, Safety, Environmental and Quality (HSEQ) incident.
· Provide a process for reported incidents to be risk assessed and, where necessary, investigated to determine the root cause of the incident.
· Provide a process for the monitoring of planned corrective or preventative actions to prevent or reduce the risk of re-occurrence of reported incidents.



	How document can be accessed

	Procore – Company Intranet.

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

	Through the WHS Representative, all levels of the workplace can contribute to developing and updating procedures. The WHS Representatives’ role, is to collaborate suggestions and manage change, through the use of the Prime Constructions HSEQ Management Plan (HSEQMP), as well as consultation to ensure compliance with legislation.




	Name and purpose of WHS Process

	Reporting Hazards, Incidents & Near Misses.
To ensure all Hazards, Incidents & Near Misses are reported, to enable reduction or elimination of such occurrences, through investigation and mitigation. 

	How document can be accessed

	Procore – Company Intranet.
Site/Contractor Supervisor or HSEQ Representative 

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

	Through the WHS Representative, all levels of the workplace can contribute to developing and updating processes. The WHS Representatives’ role, is to collaborate suggestions and manage change, through the use of the Prime Constructions HSEQ Management Plan (HSEQMP), as well as consultation to ensure compliance with legislation.




	Name and purpose of WHS System

	Mandatory Site Inductions
Purpose – To Ensure ALL personnel required to access various Prime Constructions job sites, have received a comprehensive site-specific induction. This is to ensure personnel are briefed on site specific tasks, work scopes, current statuses and potential hazards and site requirements. 

	How document can be accessed

	Procore – Company Intranet.
HSEQ Representative.

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

	Through the WHS Representative, all levels of the workplace can contribute to developing and updating systems. The WHS Representatives’ role, is to collaborate suggestions and manage change, through the use of the Prime Constructions HSEQ Management Plan (HSEQMP), as well as consultation to ensure compliance with 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

	Prime Group is a multifaceted Development Management and Construction Company that can also provide Project Initiation, Site Identification and Planning / Design Services.
Prime Constructions (Qld) Pty Ltd (Prime) strives to achieve a high standard in workplace health and safety  to  protect  and  promote  the  health,  safety,  and  wellbeing  of  its workers  across  all organisational activities and aim to ensure the environment is protected on its projects.
Prime  is  committed  to  the  prevention  of  injury,  illness  and  pollution. Prime  has  documented, implemented  and  maintains  a  Health,  Safety,  Quality  and  Environmental  (HSEQ)  Integrated Management System (IMS).
 


	2.0 WHS REGULATOR

	Workplace Health and Safety Queensland (WHSQ)
· The role of WHSQ includes:
· Enforcing work health and safety laws
· Investigating workplace fatalities and serious injuries
· Prosecution of breaches of legislation
· Education of employees and employers on their legal obligations 
· Providing policy advice on workers' compensation matters



	3.0 INDIVIDUALS AND PARTIES

	3.1 WORKERS

	Duties - Take reasonable care for their own health and safety
Take reasonable care for the safety of others
Comply with the reasonable instructions of a PCBU
Cooperate with the PCBU’s reasonable policies or procedures for health and safety
Rights – Right of worker to cease unsafe work
A worker may cease, or refuse to carry out, work if the worker has a reasonable concern that to carry out the work would expose the worker to a serious risk to the worker’s health or safety, emanating from an immediate or imminent exposure to a hazard.
Obligations - Cooperate with and follow instructions from the PCBU regarding WHS
Use personal protective equipment and clothing (PPE) that has been provided by the PCBU
Report to the PCBU on any hazards or injury to harm or health


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

	Duties – Provide Safe work environment, Safe plant and structures, Safe systems of work
Safe use, handing and storage of plant and substances, Adequate facilities
Information instruction and training; and, Monitoring of the workplace.
Rights – PCBU has the right to refuse entry to site of personnel suspected of breaching company policy in relation to drug & alcohol use, fitness for work and breaches of safety policy eg, PPE Compliance.
Obligations - Section 19 of the Work Health and Safety Act 2011 (Qld) provides that in holding the primary duty of care the PCBU should ensure, so far as is reasonably practicable, the health and safety of workers affected by the business or undertaking. 


	4.0 COMPLIANCE

	At Prime Constructions, policies, procedures, processes and systems are developed by the HSEQ department, using input from all levels of the workforce. They are developed against industry standards and in compliance with the Work Health and Safety Act 2011 (Qld)
Changes to company policies, procedures, processes and systems, are managed using the HSEQ Management Plan and are updated in compliance to ongoing legislative updates.
Workers and PCBU are assessed for WHS compliance, by the Prime Constructions HSEQ department. HSEQ Representatives monitor all site activities and personnel for compliance, with regards to licensing, permits, training, as well as adherence to local & state government laws. 
Workers’ and PCBU’s WHS training needs are assessed upon a prospective employee’s current level of training at the time of application. From this point forward the Prime Construction HSEQ Department, records a database of all employees training statuses, to ensure compliance with the roles and tasks given to them. 
The company, will notify any employee if their licence or permit is about to expire and offer a course of action to renew the relative training to continue compliance, and furthered employment. If an employees role changes and the employee is required additional or further training, the company will offer an opportunity to do so. 


	5.0 CONCLUSION

	At Prime Constructions, WHS is the single most important function of our business. It is imperative that the company and all employees operate in a safe environment with a focus on continuous improvement and a goal of zero workplace injuries.
Workplace Safety is everyone’s responsibility. We are obligated by law to ensure compliance to WHS legislation, and it is every person’s right to go to work in a safe working environment each day. Not only that, but it is the duty of care of all employees to ensure every person goes home safe and healthy every day. 




	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

	4
	Policies and procedures

	3
	Code of practice

	5
	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
	Iain Thomas Lyle

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

	Phone number of observer
	0431088973

	Email address of observer
	iainlyle@hotmail.com

	Signature of observer
	
	Date
	10/12/2018
	Comments
	I have assessed Melanie in the above practical task and am happy to deem her competent. 




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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