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BSBWHS413 
Contribute to implementation and maintenance of WHS consultation and participation processes 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

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

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.
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	Date
	Click here to enter a date.
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	Number of activities answered correctly
	Task outcome (Tick)
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	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref396827952]ASSESSOR COMMENTS

	


NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.


For the following activities, 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
	CPB Contractors Pty Ltd

	Workgroup
	Plant Yard





	ACTIVITY 1  [bookmark: _Ref36037761]

	For the three (3) individuals/parties:
a) [bookmark: _Ref36037771]Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) [bookmark: _Ref36037782]Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) [bookmark: _Ref36037846]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

	Workers (including supervisors)

	Roles, duties, rights and responsibilities regarding consultation and participation

	The roles, rights and responsibilities regarding consultation and participation have been broken down below:

Roles:
· Take reasonable care for their own health and safety
· Take reasonable care for the health and safety of others
· Follow the guidance of the PCBU where reasonably practicable to do so
· An operator must, within a specified time implement and identify major incidents and major hazards, consider control measures and conduction a review. They must also facilitate and implement a safety role for workers to enable them to contribute to the conduct of reviews
· Keep communication open – Consultation between workers

Rights:
· Cease work if unsafe
· Consulted during the preparing of Safe Work Method Statements (SWMS) and during the review stages
· Be represented in consultation by a health and safety representative (HSR) who has been elected by their work group
· Be consulted at all steps of the risk management process 
· Workers must be allowed reasonable time with their HSRs to discuss WHS matters
· Workers elect the HSRs and determine how the election will be conducted
· Workers must be informed by the PCBU of the election outcome
· If workers request for a HSR, the PCBU has 14 days to negotiate with workers and settle on the number of work groups and how many HSRs will represent each work group
· Workers can request a variation to change work groups at any time and must be notified of the outcome from the PCBU as soon as is practicable to do so
· If the majority of workers in the work group write a declaration, they can remove a HSR they no longer want to represent them

Responsibilities:
· Take reasonable care for their own health and safety
· Take reasonable care for others health and safety
· Comply with all reasonable instructions, policies and procedures set out by the PCBU
· If a HSR is removed, a member of the work group, who is nominated by the workers must inform the workers the HSR has been removed and inform the PCBU. Only then does the removal of the HSR take effect


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011, Part 5, section 47- 49, 50-54, 55-59, 61-65. https://www.legislation.qld.gov.au/
Work Health and Safety Regulations 2011, Chapter 2, Division 1, 16 – 17, 20, 32-38, 297https://www.legislation.qld.gov.au/
Work Health and Safety Regulations 2011, 9.5, 574 – 576        https://www.legislation.qld.gov.au/
Work Health and Safety (Construction Work) Code of Practice 2015, 1.8 https://www.legislation.qld.gov.au/
How to manage work health and safety risks – Code of Practice – SafeWork Australia: https://www.safeworkaustralia.gov.au/ 
Work health and safety consultation, co-operation and coordination Code of Practice 2021 
https://www.worksafe.qld.gov.au/ 
Guidance: Health and Safety Representatives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Guidance: Information for employers and company executives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Worker Representation and Participation Guide, SafeWork Australia: https://www.safeworkaustralia.gov.au/ 
Communication, Co-operation and Consultation Policy, knowledge document – CMS internal policies and procedures


	Communication method and timeframe

	· Face to face
· Meetings
· Emails
· Memos
· Phone calls
· Text messages
· Toolbox talks
· Prestart
· Intranet
· Webinars
· Seminars
· Surveys and feedback forms





	Name of Individual/Party 1

	Person Conducting Business or Undertaking (PCBU)

	Roles, duties, rights and responsibilities regarding consultation and participation

	The roles, rights and responsibilities regarding consultation and participation have been broken down below:

Roles:
· Share information with workers
· Give workers the opportunity to share their ideas, views and raise issues
· Give workers the opportunity to contribute and make decisions
· Build positive relationships with HSRs
· Communicate changes
· Keep a record of covered topics, noting all feedback
· Monitor how effective the meeting / talks are and if measures are implemented and working 
· Provide training to all workers
· To assist HSRs to be available during working hours to discuss WHS matters.


Rights:
· To let a worker go if they aren’t following all policies and procedures set out by the PCBU
· To let a worker go if they are causing harm to themselves or others 
· The facility to employ a Work Health Safety Officer (WHSO), and can act as evidence that a PCBY has taken action to moderate health and safety risks
· The Person Conducting Business or Undertaking (PCBU) must prepare a Work Health and Safety (WHS) Management plant, identifying all workers and their positions, roles and responsibilities regarding health and safety
· The PCBU must, where reasonably practicable, consult all workers carrying out the business or are directly affected by a work health or safety matter
· A PCBU must cooperate and coordinate activities between themselves, workers and any work health and safety representative
· A PCBU still has the right to make the final decision on how to manage the business.

Responsibilities:
· The PCBU has 14 days to negotiate with workers and settle on the number of work groups and how many HSRs will represent each work group after a request has been made
· Create procedures and policies for reporting hazards and WHS issues
· Create procedures for participation and consultation
· Communicate and consult with workers and HSR regarding about work health and safety
· Communicate and consult with workers and HSR regarding Personal Protective Equipment (PPE)
· Establish a WHS committee
· Sharing of information
· Provide mandatory training for workers, with refresher training every 3 years (CPB Contractors policy is every 2 years)
· The PCBU must provide Workplace Health and Safety QLD a list of all HSRs and deputy HSRs for each work group
· A PCBU must pay the HSRs when they are using their authority or functions as an HSR or doing HSR training at their rate of pay, including shift and allowances that they are entitled to
· If workers request a variation to change to their work groups, the PCBU must notify them as soon as is practicable to do so.
· Conduct WHS activities such as inspections and audits with worker, manager and supervisor involvement.
· Provide relevant information to the HSR regarding hazards that may affect the work group
· Provide assistance, resources, and facilities to the HSR for the work group they represent
· Allow a worker that is assisting a HSR to have access to the workplace when necessary


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 section 46-49, 50-54, 55-59, 65, 70-72: https://www.legislation.qld.gov.au/ 
Work Health and Safety (Construction Work) Code of Practice 2015, Section 1.8: https://www.legislation.qld.gov.au/ 
Work Health and Safety Regulations 2011, 18- 21, 32-38, 39.https://www.legislation.qld.gov.au/
How to manage work health and safety risks – Code of Practice – SafeWork Australia: https://www.safeworkaustralia.gov.au/ 
Work health and safety consultation, co-operation and coordination Code of Practice 2021 
https://www.worksafe.qld.gov.au/
Guidance: Health and Safety Representatives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Guidance: Information for employers and company executives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Worker Representation and Participation Guide, SafeWork Australia: https://www.safeworkaustralia.gov.au/
Communication, Co-operation and Consultation Policy, knowledge document – CMS internal policies and procedures



	Communication method and timeframe

	· Meetings, before work begins with all workers and not limited to contractors and subcontractors
· Regular weekly meetings with all workers and not limited to contractors and subcontractors, once work has commenced
· Regular distribution of WHS newsletters
· Emails
· Memos
· Phone calls
· Intranet
· Seminars
· Webinars
· Face to face chats
· Toolbox
· Pre-start meetings
· Reports
· Delivering presentations
· Training sessions both internal and external






	Name of Individual/Party 2

	Health and Safety Representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	The roles, rights and responsibilities regarding consultation and participation have been broken down below:

Roles:
· Represent the workers in the work group regarding work health and safety issues
· Monitor the procedures and measures put in place by the PCBU
· Investigate complaints from workers in the work group regarding work health and safety
· Query any issues that may be a risk to health or safety of workers in the work group
· To help consulate to ensure WHS risk is lowered and improved by communication with workers and encourage them to have input into discissions and planning
· Share information and data regarding WHS
· Identify any training that is needed
· Recognise any barriers that may affect consultation and participation regarding WHS
· Conduct training needs analysis to find any gaps in workers WHS knowledge / roles
· Listen to workers

Rights:
· Be provided with a 5 day HSR training course within three months of being elected to the role, with refresher training every 3 years (CPB Contractors policy is every 2 years)
· Be given support and during their working hours to be available to discuss WHS matters with PCBU
· HSRs must be paid, including shift and allowances that they are entitled to,
· when they are using their authority or functions as an HSR or doing HSR training
· A HSR can stop work under certain circumstances if the matter is not resolves with the PCBU and if there is no attempt to resolve the issue. The only exception to this is if the risk is imminent that consultation cannot take place before ceasing work
· Issue provisional improvement notices (PIN)
· A HSR has the responsibility to act on matters that affect workers in their work group, however, they have a responsibility to other work groups if they notice a serious risk to health or safety, exposure to a hazard or if another representative asks for assistance regarding a different work group
· A HSR can hold the term of office for 3 years and may be re-nominated for election when this expires.
· Be given information relating to hazards that may affect the work group
· Be provided with any resources, facilities and assistance for their work group
· A HSRs term of office is 3 years, they can be re-elected at the end of each 3 year term
· They can resign in written notice to the manager / supervisor or if they cease to work for the PCBU

Responsibilities:
· Conduct and inspection of the workplace where a worker in the worker group works either by giving notice to the PCUB or without notice if it relates to an incident or serious risk to health or safety
· Attend an inspection with an inspector where a worker in the worker group works
· If the worker consents, a HSR can be present at an interview regarding work health and safety with an inspector and or a PCBU
· Create a safety committee
· Consulted during the preparing of Safe Work Method Statements (SWMS) and during the review stages
· If failure to negotiate happens between the PCBU and the work groups / HSR, a regulator can be appointed


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011, Sections, 46-49, 50- 59, 60 - 67, 68 – 69, Division 6 & 7: https://www.legislation.qld.gov.au/
Work Health and Safety Regulations 2011, Chapter 2, Division 2, section 18-21: https://www.legislation.qld.gov.au/
Work Health and Safety (Construction Work) Code of Practice 2015, 4.2, https://www.legislation.gov.au/ 
SafeWork Australia: Code of Practice: How to manage work health and safety risks: https://www.safeworkaustralia.gov.au/ 
Work health and safety consultation, co-operation and co-ordination Code of Practice 2021, WorkSafe Qld, https://www.worksafe.qld.gov.au/ 
Guidance: Health and Safety Representatives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Guidance: Information for employers and company executives, Worksafe Qld: https://www.worksafe.qld.gov.au/
Worker Representation and Participation Guide, SafeWork Australia: https://www.safeworkaustralia.gov.au/
Communication, Co-operation and Consultation Policy, knowledge document – CMS internal policies and procedures



	Communication method and timeframe

	· Face to face
· Meetings
· Emails
· Phone calls
· Text messages
· Toolbox talks
· Prestart
· Intranet
· Seminars
· Webinars
· Reports
· Delivering presentations
· Newsletters
· Training sessions both internal and external







	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref36037958]

	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) [bookmark: _Ref36038082]Briefly describe the process
b) [bookmark: _Ref36038172]Explain your role in the setting up and running of this process
c) [bookmark: _Ref36038174]Describe how you communicate with individuals and parties about what these processes are
d) [bookmark: _Ref36038177]Describe how you support the participation of individuals and parties in these processes
e) [bookmark: _Ref36039654]Identify the ways in which the WHS information shared through each process should be recorded and stored




	Name of process

	Work team meetings

	Describe process

	This monthly team meeting is not as structured as our Toolbox or Daily Prestart meetings. This is a causal team meeting to build moral and communication between workers and supervisors.
We will usually discuss with workers at prestart what everyone would like to discuss at the next team meeting and create an agenda. At this point the workers choose if they would like to order in food or have a BBQ and who will cook the BBQ. Once these points have been agreed on, we set a date, usually Friday mornings, and I type up the agenda points and email them to the supervisors. They will print this off on the morning of the meeting, along with the blank word template to capture the discussion of the meeting. I will scan this back onto our drive and save in date order once the meeting as been completed.
If any changes are made, I send via email, the information to the senior management team. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.  

	Your involvement in set up and running of process

	I will order the food or go and collect it from the shop, I will type up the agenda and email to the leadership team. I will then scan it back onto our drive and save in date order.

	How you communicate with individuals and parties about process

	There are two steps to this: Firstly, the meeting date, agenda and food is decided face to face at a prestart meeting. Secondly, I send out the email to the leadership team with the agenda points and they print it off for the workers on the day.

	How you support participation of individuals and parties in process

	CPB Contractors supports the participation really well with offering to have a meal together for the workers at the same time. This has helped workers to be more relaxed and open in their discussions about how they want to improve or change their work/s. It has helped encourage all workers to identify hazards and assess risks and feel they can be open to sharing their thoughts. 

	[bookmark: _Hlk36039519]Recording and storing WHS information

	All information regarding this meeting is written down on a blank word template. I then type these points up and email to the leadership team. Once emailed, I scan the written document along with the email and save it on our network drive in date order.
Once signed off from my initial boss, I send, via email, the information with senior management. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version. 




	Name of process 1

	Daily Prestart

	Describe process

	I created a PowerPoint template that I work from each day. I receive information from my supervisors, and I update this information in my PowerPoint. I choose what the workers will focus on regarding the Safety Essentials (working at heights, working in and around mobile plant etc) that CPB Contractors have decided are our highest risks, and what is relevant to our workers for that week. This is then saved as a pdf and sent to the leadership team at the Plant Yard. The next morning, a supervisor will print this off, with any safety alerts and a blank word template that I also created, to capture in writing, what was spoken about at the prestart meeting. The supervisor who gives the daily prestart will highlight the emergency evacuation plan and ask staff where the designated safe / assembly area is.

We used to also print off a sign on sheet for our workers, however, since installing a Damstra terminal, this is no longer required as the Damstra terminal captures all our workers who are on site and the exact time they arrive and leave site.

This is then placed in an in tray and I scan and save it on our drive by date. If any changes are made, I send via email, the information to the senior management team. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.  


	Your involvement in set up and running of process

	I create the Daily Prestart every afternoon with the information that needs to be shared with all workers the following day and email it to supervisors.

	How you communicate with individuals and parties about process

	The communication of the daily prestart happens before workers even commence work at the Plant Yard. They are told when the meetings start and know they must be present every morning for the daily prestart meeting, which commences at 6am every day. 
I create a pdf that is distributed via email to all the supervisors at the Plant Yard each afternoon, they print this off to present to workers the following morning along with any safety alerts that may have come through.

	How you support participation of individuals and parties in process

	My boss will let me know if there is something particular that he would like in the daily prestart and supports me if I need more information. There are 3 workers who deliver the prestart each morning, the superintendent, the plant supervisor, and the leading hand. They all support each other to get across the correct message that we all need to be on the same page and working together.
The floor is then open to the workers to discuss different ways on how they might complete their work for the day and offer suggestions and ideas. This is captured on a blank word template that is also attached to the email each afternoon.

	Recording and storing WHS information

	I save a copy after I have updated the daily prestart and then I email this to the supervisors. Once they receive it, it is printed off and written on the following morning with all the workers suggestions and input. It is then placed in an in-tray that I will scan and save to our drive, to capture all that was discussed.
Once signed off from my initial boss, I send, via email, the information with senior management. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.




	Name of process 2

	Toolbox

	Describe process

	This is the main meeting we hold as a team, and it discusses all our percentages for each month along with WHS issues and stats and all works that have been undertaken at the Plant Yard. 
Calendar invitations are sent out 6 months in advance and all workers must attend. I set reminders for the toolbox talks in our daily prestart each day so workers have reminders and won’t forget. All workers that work from home are expected to be in the office whenever a Toolbox talk is to take place.
One part of the process begins with my global spread sheet for all the plant onboarding we inspect each month. This data is sent to all my supervisors and is consolidated it into a graph for us to see each project easily. A PowerPoint presentation is created each month with the data from the QLD Plant team and QLD WHS team. This is then sent to the supervisors for review and input before being finalised and presented to all workers at the toolbox talk. 

I will print off a sign on sheet for all workers to sign that attend the meeting and a blank word template is also printed off to capture the discussion and ideas from workers.
Management presents the toolbox talk via PowerPoint in our crib room each month and asks questions to all workers throughout the meeting. The floor is then open to the senior leadership team that works at the Plant Yard before being an open floor for all workers to add anything that they feel has not be mentioned or want to discuss. 

An emergency evaluation is also conducted whereby all workers walk the Plant Yard together and point out where the evaluation assembly areas are. We run through fictional examples and my senior boss will ask all workers, including the leadership team, for the best scenarios on how to deal with the problem/s. These scenarios are captured by hand and written down along with photos to show what was discussed.

Once the meeting has taken place, I scan in the handwritten word document along with the sign on sheet and photos and email it to all workers and senior management. It is then saved in date or on our drive. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.


	Your involvement in set up and running of process

	I am responsible for sending onboarding data to my boss Steve every week for the presentation.
I also set reminders for all workers in our daily prestart for the next toolbox talk date.
I am also responsible for printing the documents used to capture signatures and discussion in the toolbox  talk. Once the meeting is complete, I scan and save all documents along with the PowerPoint presentation onto our drive in date order. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.
 

	How you communicate with individuals and parties about process

	Face to face is our usual first point of communication with workers on the floor. Each day they are reminded from the daily prestart when the next toolbox talk is to be held. Email is also a form of communication when I send my data to senior management each week and then they send the PowerPoint presentation for review with the senior leadership team.

	How you support participation of individuals and parties in process

	Everyone supports each other in the process. Senior management has all the information needed on time each week to create his PowerPoint presentation. The supervisors are supported from head office in creating and editing this presentation to capture anything specific for the Plant Yard and the workers are supported and feel part of the process when they get to contribute on the day at the toolbox talk.

	Recording and storing WHS information

	Once the meeting has taken place, all information from the Toolbox Talk including the handwritten word document/s, the sign on sheet, the PowerPoint presentation and photos are scanned and emailed it to all workers and senior management. It is then saved in date or on our drive. When necessary, policies, procedures (mostly SWMS) are updated accordingly and shared with workers and signed off as a new version.






	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref36037897]

	For the two (2) individuals/parties listed below: 
a) [bookmark: _Ref36037900]Identify what is required for them to effectively be involved in consultation and participation 
b) [bookmark: _Ref36038919][bookmark: _Ref36043688]Outline what training should be provided to assist in the improvement of their consultation and participation, identifying legislative requirements 




	Name of Individual/Party 1

	Person Conducting a Business or Undertaking (PCBU)

	Required for effective involvement in consultation and participation 

	CPB Contractors must effectively consult and participate regarding all WHS measures with all workers. They must provide them with relevant information, training, instruction along with supervision while carrying out construction work with regards to their health and safety. Within the construction industry, this is essential to keeping workers safe. 

A PCBU has an obligation to the HSR and must, so far as is reasonably practicable (but not limited to):
· Consult on health and safety matters
· Confer regarding health and safety matters
· Allow HSR to have access to information relating to hazards and health and safety of workers
· Provide resources that assist to health and safety for workers

A PCBU must provide for workers:
· Listen to workers
· Consider what workers say before making decisions
· Satisfactory training, instruction and information to make sure each worker is safe from risk to health and injuries
· First aid facilities and equipment. This must be maintained along with emergency plans
· Risks associated with isolated or remote working conditions must be managed, including but not limited to falling objects, hazardous atmospheres, storing flammable or combustible substances
· Meet all requirements with regards to Personal protective equipment (PPE).
· Allow for an election of a HSR

Work Health and Safety (Construction Work) Code of Practice 2015:6,  https://www.legislation.gov.au/ 
Work Health and Safety Act 2011: sections,46-49, 50-70, 70- 74  https://www.legislation.gov.au/ 
Work Health and Safety Regulation 2011: sections18, 38-39, 316-317 https://www.legislation.qld.gov.au/ 
Work health and safety consultation, cooperation and coordination – Code of Practice 2021 – Workplace Health and Safety Queensland: Home | WorkSafe.qld.gov.au



	Training that may be provided to assist

	A PCBU must provide training for (but not limited to):
· Training to be provided for all workers regarding the nature of the work carried out
· The risks involved and associated with the work
· What control measure have been implemented
· Training must be provided in a way that it is understood by all workers
· General induction training, delivered by a registered training organisation that covers specific construction training
· Roles, rights and responsibilities of duty holders
· Health and safety consultation and reporting processes
· Risk management
· Hazards and control measures
· Safety information and documentation, i.e., SWMS / WHS Management plans / Traffic Management plans
· Specific task performing training
· Providing adequate policies and procedures
· Training for all emergency evacuations
· Paid training for HSR
· Site safety rules
· Monitoring procedures for health and safety
· Emergency procedures (including afterhours contacts)
· First aid
· Task specific training i.e., confined space, working at heights (if a workers role requires this as an extra role title)
· Supervisor training

Work Health and Safety (Construction Work) Code of Practice 2015: 6 https://www.legislation.gov.au/ 
Work Health and Safety Act 2011: sections,46-49, 72  https://www.legislation.gov.au/ 
Work Health and Safety Regulation 2011: sections 39, 316-317 https://www.legislation.qld.gov.au/ 
Work health and safety consultation, cooperation and coordination – Code of Practice 2021 – Workplace Health and Safety Queensland: Home | WorkSafe.qld.gov.au







	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	For a HSR to perform their duties correctly they must have support from the PCBU.
A PCBU has an obligation to the HSR and must, so far as is reasonably practicable (but not limited to):
· Allow an election of a HSR
· Consult on health and safety matters
· Confer regarding health and safety matters
· Listen to workers
· Allow HSR to have access to information relating to hazards and health and safety of workers
· Provide resources that assist to health and safety for workers
· Allow time for HSR to consult with workers
· Seek and receive information regarding health and safety of workers 
· Attend interviews (if requested) between workers and inspectors or the PCBU


Work Health and Safety Act 2011: sections, 50-65, 70-74 https://www.legislation.gov.au/ 
Work Health and Safety Regulation 2011: sections 18-21A
https://www.legislation.qld.gov.au/ 
Work Health and Safety (Construction Work) Code of Practice 2015:4, 6 https://www.legislation.gov.au/ 
SafeWork Australia: https://www.safeworkaustralia.gov.au/ 
Work health and safety consultation, cooperation and coordination – Code of Practice 2021 – Workplace Health and Safety Queensland: Home | WorkSafe.qld.gov.au



	Training that may be provided to assist

	The PCBU must provide training to the HSR which must include (but not limited to):
· Attend a work health and safety training course that is approved by the regulator over 5 days, this must happen within 3 months of the request
· 1 day refresher training every 3 years (SafeWork Australia says every year)
· Pay the course fees and all other reasonable costs associated with the HSR’s attendance of the course
· All time allocated to training for the HSR regarding work health and safety, they must be paid as per normal duties
· 
Work Health and Safety Act 2011: sections 50-65, 70-74 https://www.legislation.gov.au/ 
Work Health and Safety Regulation 2011: sections 18-21A
https://www.legislation.qld.gov.au/ 
Work Health and Safety (Construction Work) Code of Practice 2015: 6 https://www.legislation.gov.au/ 
Work health and safety consultation, cooperation and coordination – Code of Practice 2021 – Workplace Health and Safety Queensland: Home | WorkSafe.qld.gov.au






	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref36041974]

	Consider how feedback can be gathered about current WHS consultation and participation processes:
a) [bookmark: _Ref36042547]Identify two (2) methods that can be used to gather feedback on the effectiveness of existing WHS consultation and participation processes
b) [bookmark: _Ref36042606]Identify which stakeholders in the workplace should receive this information and how it should be documented and communicated to them




	Methods for gathering feedback on existing consultation and participation process

	Daily Prestart
This is one area that feedback can be given daily as all workers must attend this meeting before commencing work. It is the perfect opportunity to share information and receive feedback directly to the leadership team regarding all WHS issues and processes. As this meeting occurs daily, workers have this time to offer insight into an area that needs improving or a job that they have concerns over regarding WHS. 

Toolbox Talks
The monthly toolbox talk is designed to be a more in depth meeting that takes place at CPB Contractors Plant Yard once a month. The purpose of the toolbox talk is to communicate and reinforce safety procedures and practices with workers to help prevent accidents and injuries and to discuss the data from the previous month.
 

	Relevant stakeholders

	Daily Prestart
Once this information has been received by the leadership team, it then needs to be addressed by the business unit, management team above them. Sending feedback and concerns (via emails) to the business unit managers is the best way to change major issues that are not able to be dealt with at the Plant Yard by the leadership team. If a process is in need of changing, this is also communicated with the QLD WHS team.

Toolbox Talks
As Steve is the business unit manager, he is receiving the feedback directly. He takes notes of what workers suggest and brings these up with his boss, who looks after all plant yards nationally, back at the business unit. If a process is in need of changing, this is also communicated with the QLD WHS team.


	Documenting and communicating findings

	Daily Prestart
The business unit managers can make changes to SWMS, management plans and procedures from the feedback given to them directly from the workers. This is usually sent back for review, or discussed at the Toolbox Talks once a month, before becoming a new version and signed by all workers and saved on our network drive

Toolbox Talks
Once the relevant stakeholders have been informed of potential changes, the changes are emailed to our leadership team at the Plant Yard then brought up at either the next monthly Toolbox talk or at Daily Prestart’s. Once agreed on by all stakeholders, a new version is released, and all workers sign onto this before it is saved on our network drive.
  




	Satisfactory Outcome
	
	





	ACTIVITY 5  [bookmark: _Ref36038018]

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified:
a) [bookmark: _Ref36042576]Provide a measure that could be implemented to remove the barrier 
b) [bookmark: _Ref36042681]Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Workers: Lack of maturity, failure to listen, negative workplace culture, language barriers, educational barriers, failure to understand what is required, ego. 

	Measure to remove barrier

	Establishing positive relationships with leadership teams and PCBUs, more 1:1 communication, ensuring time is allocated to workers to provide feedback and contribute to planning / identifying hazards, training, training for leadership teams to listen to what the workers say and training for workers to identify if they are missing knowledge and understanding in their fields. 

	Contribution to development of measure

	Creating time and opportunities to connect to workers to build stronger relationships is vital to get the workers to contribute and feel part of the planning and decision making process. Training is also essential to all workers to make sure everyone understands what is required and the processes that are in place to keep everyone safe. 

	Contribution to implementation of measure

	Planning meetings of all types are beneficial from 1:1, group meetings, daily prestart’s, toolbox talks, seminars and workshops. Giving the workers a voice in the form of surveys and feedback forms helps them feel like they have a say and will be listened to. To send out newsletters each week or month and mention what the workers have said so they can see that their supervisors are listening.
Training is vital for not only workers but also people in a leadership role, from senior managers to supervisors and leading hands. It would provide the workers who are in these positions to be more equipped to manage workers and also how to get the best from them. 

	Contribution to evaluation of measure

	Once positive relationships have been built, egos are more likely to be let go when workers feel they are in a safe space and will be heard / listened to. Feedback forms from workers would provide PCBUs and leadership teams with valuable information about whether it is working or, if work is still needed to be done.





	Describe barrier 2

	Management: poor attitudes, conflicting leadership styles, conflicting goals, lack of clear message / communication, bad timing, no feedback process, lack of time for training, ego. 

	Measure to remove barrier

	Creating positive relationships with the PCBUs stakeholders is an essential step to opening communication between the business and the leadership team that will get the work done. Inspiring the leadership team to take on the values and goals of the business is crucial in creating the culture that the PCBU would like for their business to be successful. Meetings of all different types from 1:1, to seminars and group / team meetings are all way to build these relationships. Training in the form of formal education and internal seminars, down to team meetings are all ways to remove barriers not only between managers and the PCBU but also between managers and workers.
Creating an employee recognition and reward program is another way to help remove this barrier.


	Contribution to development of measure

	Planning with workers and the PCBU is one way of developing the relationships that are needed to get the best outcomes from all areas of the business. Training is the other essential part of this process. Knowledge is power is a famous saying and the more we learn, the better equip we are to working smarter.
Providing feedback forms and surveys, or open time during group meetings, gives the workers an allocated time to offer suggestions and ideas they think would help their working environments. 
Establishing employee recognition and reward programs is a great way to show appreciation for your workers and can help inspire them which in turn can make them more loyal and work harder. Ideas for the reward program could be paid days off, fitness packages/memberships paid for by the company, lunches provided weekly/monthly, gift cards and prizes like company merchandise.  

	Contribution to implementation of measure

	Setting regular meetings with both the PCBU and the workers to ensure everyone is on the same page and working towards the same goals is essential. These meetings need to be carefully chosen to get the best out of each situation. Conducting 1:1 meetings with workers who might need more guidance and attending seminars with other members of the leadership team is beneficial to learn different management styles and how to get the best out of the workers in your work group.
Consulting with workers in a group situation is also a great way to implant this measure as it gives everyone a voice and a platform to communicate how they would like to change and improve their work. 
It is also important for managers to see any gaps in the workers education and job roles/competencies that might need to be filled. Providing training for workers not only gives them more knowledge, but it has also been shown to inspire them to continue working for the company that invested in them.
Brainstorm ideas for establishing an employee recognition and rewards program with the workers would be a great way for managers to hear what workers actually want. Some ideas might be paid days off, working from home days, early finish days, fitness packages/memberships paid for by the company, lunches provided weekly/monthly, gift cards and prizes like company merchandise.  
Feedback forms and surveys, when done correctly, give the workers a voice. This is only helpful when workers see that their feedback and ideas are being implemented.



 

	Contribution to evaluation of measure

	Building these relationships between both managers and the PCBU and managers and workers, should increase a trusting, open environment for everyone to feel safe to present ideas and suggestions. Managers will notice an increase in worker engagement, productivity, creativity, innovation, and collaboration and it has also been proven to reduce employee turnover. 




	Describe barrier 3

	PCBU Stakeholders: poor culture, bad communication from the top, egos, exclusion of key groups in decision making process, lack of planning, objectives no clear, poor facilitation, lack of training

	Measure to remove barrier

	Establishing the core values and goals for the business is essential as this is the foundation of the business culture and will affect the attitudes of all workers for better or worse. Developing better communication with a positive attitude are required and must be shown from the PCBU the values they want to trickle down from the business unit to the leadership teams and down to all workers.
Being clear to all stakeholders of what your expectations are from the beginning of the project is a must. It helps to avoid misunderstandings and conflicts that may arise from poor planning and poor communication. 
Investing in your stakeholders with training has been proven to maximise profits and keep workers (stakeholders) happy.  

	Contribution to development of measure

	Regular meetings with stakeholders, needs to be an ongoing process. Delivering on your promises will help strengthen your relationships and being open and upfront will avoid conflict when changes occur. Taking the time to get to know your stakeholders will make them feel they are a valued member of the company / team.


	Contribution to implementation of measure

	Having open communication where stakeholders feel they can ask questions and be heard is essential to helping implement these measures. Keeping communication lines open by responding to emails and calls in a timely manner will build trust and respect. 
There are some programs built soles for the use of managing projects and stakeholder consultations. These are set up, ready to go platforms that you can engage content, monitor, and interact with all stakeholders so nothing is forgotten.

Training is essential! Investing in your stakeholders with training has been proven to maximise profits and keep workers (stakeholders) happy. 


	Contribution to evaluation of measure

	PCBUs can measure this easily by looking at their turnover of staff. The lower the turnover of staff, the better the working environment usually is. 

Watching your profit is another way to evaluate if these measures are working. Statistics found that PCBUs that spend $1500 per year on worker / stakeholder development, report over a 24% higher profit then PCBUs that spend less.




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

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




	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	6/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	4
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351038]ASSESSOR COMMENTS

	


True or False (Tick your response): Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35350969]Which of the following are types of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Internal involvement in inspections and audits
	

	
		Team meetings
	

	
		Planning committees
	




[bookmark: _Ref36046461]True or False (Tick your response): Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35417543]Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation meetings being too long and boring
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Workplace culture related to WHS
	

	
		Having separate work sites
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	PRACTICAL ASSESSMENT INSTRUCTIONS

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





	Participant name
	Caroline Jane

	
	

	Participant signature
	
	
	

	Date
	6/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS413
Contribute to implementation and maintenance of WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to call and conduct a meeting with workers with regards to WHS consultation and participation, including:
· Developing and delivering a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) about WHS consultation and participation
· Seeking audience feedback about current WHS consultation and participation processes

After the meeting you are required to:
· Collate the minutes of the previous meeting with workers
· Consider and assess recommendations to implement and maintain improvement measures 
· Request a meeting with PCBU (via face-to-face delivery or real-time video, as arranged with your assessor) 
· Document improved processes for implementation with workers

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Meeting agenda and minutes
· Presentation materials (e.g. PowerPoint) for workers and PCBU
· Documentation of improved processes for workers 

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

	Resources required: 
Computer. 

	Assessment of task

	Name of participant:
	Caroline Jane

	Name of assessor:
	Andrew Neal      [image: ]

	Location:
	Brisbane QLD

	Date:
	06/03/2023

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

	1 Identifying WHS consultation and participation requirements 

	1.1A.  [bookmark: _Ref36106014]Develop a presentation which explains:
· Yours and the audience’s legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities 
· Two (2) current/common WHS consultation and participation processes 
	
	1.1B.  [bookmark: _Ref36106045]Prepare an agenda for the meeting and send along with invitation to attendees (as a minimum, the assessor).
	
	1.1C.  [bookmark: _Ref36106065]Set up and deliver presentation (in person/via live stream video).
	
	2 Seeking and assessing feedback

	1.2A.  [bookmark: _Ref36106080]Seek audience feedback about current WHS consultation and participation processes including:
· Barriers to processes
· Opportunities for improving processes for sharing WHS information and data
	
	1.2B.  [bookmark: _Ref36106091]Record meeting minutes. 
	
	1.2C.  [bookmark: _Ref36108300]Consider and assess recommendations to implement and maintain improvement measures (including training requirements).
	
	3 Improvement of consultation and participation processes

	1.3A.  [bookmark: _Ref36106169][bookmark: _Ref35418577]Request a meeting with the PCBU which: 
· Explains the role of WHS consultation in the workplace, including the PCBU’s legal and organisational role, duties, rights and responsibilities 
· Discusses the findings of the meeting (referring to meeting minutes)
	
	1.3B.  [bookmark: _Ref36109918]Set up and deliver meeting (in person/via live stream video).
	
	1.3C.  [bookmark: _Ref36109962]Seek PCBU feedback/adjustments to offered recommendations.
	
	1.3D.  [bookmark: _Ref36108231]Document improved processes (considering PCBU adjustments) for implementation with workers. 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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