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BSBWHS412 
Assist with workplace compliance with WHS laws 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS412 Assist with workplace compliance with WHS laws 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. 


	Participant Name
	Matthew minehan




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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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.




	Participant name
	Matthew minehan

	
	

	Participant signature
	
	
	

	Date
	19/01/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





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

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	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, name a workplace that you wish to examine.

	Name of workplace
	Taringa steel rigging




	ACTIVITY 1  [bookmark: _Ref35349341]

	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.
c) Use an example to explain how the identified excerpt or requirement is relevant to your 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.

	Link to workplace

	As a workplace that requires high risk work tasks to be undertaken (e.g. training in dogging, rigging, scaffolding, forklift use), the health and safety of workers must be ensured by the person conducting a business or undertaking. This does not require all measures to be implemented, but those considered to be reasonably necessary, such as providing safe plant, information, instruction and training. 




	Name and location of Legislation (Commonwealth or State) 

	Work Health and Safety Act 2011 - https://www.legislation.qld.gov.au/view/html/inforce/current/act-2011-018#sec.47


	Relevant excerpt/requirement for chosen workplace

	
Division 6 Right to cease or direct cessation of unsafe work – section 84

	Link to workplace

	As a workplace that carries out high risk activities EG – dogging, rigging, plant operation. Any worker has the right to cease work if they believe the task at hand is endangering their safety or the safety of others. 



	Name and location of Regulation 

	Work health and safety regulation 2011

	Relevant excerpt/requirement for chosen workplace

	
Division 2 Health and safety representatives
· 18 Procedures for election of health and safety representatives



	Link to workplace

	As a tier one rigging company signed on to the CFMEU EBA, it is required all companies on site have an elected HSR to attend site safety walks and meetings.




	Name and location of Code of Practice

	Managing respirable crystalline silica dust exposure in construction and manufacturing of construction elements Code of Practice 2022
- https://www.worksafe.qld.gov.au/laws-and-compliance/codes-of-practice/managing-respirable-crystalline-silica-dust-exposure-in-construction-and-manufacturing-of-construction-elements-code-of-practice-2022


	Relevant excerpt/requirement for chosen workplace

	Section 10.1 – DO I NEED HEALTH MONITORING?

	Link to workplace

	As a company that deals with SILICA dust, every worker entitled to company health monitoring while believed to be exposed to silica dust in the past.




	Name and location of Standard

	Work health and safety regulations 2011 - https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2011-0240#sec.206

	Relevant excerpt/requirement for chosen workplace

	
Subdivision 2 Additional control measures for general plant
·  Section 205 Preventing unauthorised alterations to or interference with plant


	Link to workplace

	As a company that uses mobile plant, example (EWP, CRANES, DUCT LIFTERS) we must follow the work health and safety guidelines on mobile plant use.



	Name and requirement of Guidance Publication

	Australian workers’ understanding of workers’ compensation systems - https://www.safeworkaustralia.gov.au/doc/australian-workers-understanding-workers-compensation-systems


	Relevant excerpt/requirement for chosen workplace

	Australian workers’ understanding of workers’ compensation systems



	Link to workplace

	As an Australian company, our workers are entitled to workers compensation and should be aware of their rights regarding this process.




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	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

	Taringa steel ohs policy

	How document can be accessed

	document can be accessed by asking anyone in the taringa steel office, it is available to all that wish to view.

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

	Regular reviews, audits and consultation. As the industry is constantly changing it is important to be conduction inhouse audits with our company ohs policy. Monthly safety meetings are good for worer/employee consultation. As a hsr I am constantly working with my company whso to audit, consult and change our policies as needed.



	Name and purpose of WHS Procedure

	Taringa steel heat stress management policy.

	How document can be accessed

	Document can be accessed by all by asking the hsr, site supervisor and the employee office.

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

	Consultation and auditing. It is important to audit in place documents such as heat stress management policies to ensure they meet legislation. I find the best way to ensure compliance is an audit procedure within my companies monthly safety meetings.




	Name and purpose of WHS Process

	Taringa steel safe work method statement

	How document can be accessed

	Document cant be easily accessed by asking anyone in the office for it. Information is available to anyone within the company. Copies are handed out to emplyees at the start of every job, you cannot start work before you have signed on to the safe work method statement after the site induction.

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

	The best way for swms to be developed is to sut whs legislation is consultation between employee, unions, site whso and hsr. Recently as a hsr I went over my swms with the lend lease WHSO and we found multiple sections that did not meet whs legislation. We had consultation with my employer and those matters were fixed. Consultation is key



	Name and purpose of WHS System

	A system is a set of processes, procedures and policies

	How document can be accessed

	All can be accessed through HSR, site supervisor and office employees

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

	The best way to update a companies whs system is consultation between, employees, eployers, builders, and queensland wphs officers. 




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref35349356]

	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 [bookmark: _Ref35352163]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 [bookmark: _Ref35349413]WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 [bookmark: _Ref35349414]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 [bookmark: _Ref35349420]COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed and monitored for WHS compliance with legislation and how these findings are reported and documented
· 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

	Taringa steel is a steel fabrication and installation company, we consist of boilermakers, riggers, dogman, labourers and crane drivers.

Taringa steel is always looking for better ways to improve WPHS, in an attempt to lower workplace incidents and ensure workers safety

	2.0  WHS REGULATOR

	The employer workplace health and safety regulator is luke bulton, one of my bosses, however site whs regulator is me, the elected hsr. We believe safety management is optimised while having a regulator in the office and on site. Regular consultation between the office and site workers is critical to ensure every aspect of safety is considered.

The functions and powers are as followed
-Regular consultation, auditing and management of safety systems
-The ability to cease and alter work in the occurrence of an unsafe work task.
-Communication of workers, employees and PCBU’s 

	3.0  INDIVIDUALS AND PARTIES

	3.1  [bookmark: _Ref35350615]WORKERS

	 Duties
 -take reasonable care for his or her own health and safety; and take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons;
 and comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with this Act; 
and 
co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers.
Rights - 
You have the right to a safe and healthy work environment, including:
· safe machinery and structures
· instruction, training and supervision
· any necessary safety equipment
· consultation about safety in the workplace
· workers compensation.
You also have the right to:
speak up about work conditions
say no to unsafe work.
Obligations – While at work, workers must take reasonable care for their own health and safety, and that of others who may be affected by the worker’s acts or omissions. 
A worker must also: 
· comply, so far as they  are reasonably able, with any reasonably instruction that is given by the PCBU to comply with the model WHS Act and 
· cooperate with any reasonable policy or procedure of the PCBU relating to health or safety at the workplace that has been notified to workers. 
A worker can be prosecuted for failing to comply with their duties. 


	3.2  [bookmark: _Ref35350616]PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	 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. 
 This duty includes providing: 
 Safe work environment 
 Safe plant and structures
  Safe systems of work 
 Safe use, handing and storage of plant and substances
  Adequate facilities
 It is important that workplaces are complaint with the requirements of the WHS legislation.  In doing this, they should safely manage risks by:  Identifying hazards (proactively and reactively)  Assess risks  Control risks  Raise issues with responsible persons  Information, instruction and training; and
  Monitoring of the workplace

Rights – 


	4.0  [bookmark: _Ref35350620]COMPLIANCE

	 It is important that workplaces are complaint with the requirements of the WHS legislation. 
 In doing this, they should safely manage risks by: 
 Identifying hazards (proactively and reactively) 
 Assess risks
  Control risks 
 Raise issues with responsible persons
 Workplaces are required to keep their policies, procedures, processes and systems up to date as their requirements change (e.g. due to changes in the legislation, regulations or codes of practice)
  There are many guides on how to write such documentation, click here for an example 
 To fully achieve compliance, all levels of a workplace should be involved in this process – from planning and implementing to promotion and monitoring of these changes.
  Consultation between PCBUs and workers is one of the objectives of WHS legislation  Examples of monitoring include: Speaking to workers, conducting investigations or inspections, observing trends in WHS hazard/incident/injury reports
  Due to the varying ability levels of people in a workplace, such information should be communicated clearly and presented in a way relevant to their level of involvement.

For an effective working system, all three of the following elements are key:
  Policy: Contains the rules, beliefs and guidelines of a company, and it drives processes and procedures 
 Process: A high-level view of how things or outcomes get done 
 Procedures: Contain the detailed steps of the actions that are needed to complete the process and comply with the policy

 As part of your role, you may be required to provide advice to others (such as the PCBU, workers or health and safety representatives) about: 
 Objectives and principles of WHS 
 Others’ legal duties, rights and obligations 
 Maintaining compliance with WHS requirements, including training needs
  Processes for monitoring the effective implementation of workplace policies, procedures, processes and systems


	5.0  CONCLUSION

	the importance of whs to our company is extreme, in order to keep workers safe and and avoiding breaches is paramount. Bosses and workers all share a role with different obligations and duties. We must constantly be checking our policies to be compliant to avoid fines, breaches and worker injuries.




	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
	Matthew minehan

	
	

	Participant signature
	
	
	

	Date
	17/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





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

	7
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351059]ASSESSOR COMMENTS

	


What are the objectives and principles underpinning WHS? 
Tick your response.

	Answer
	Choice
	Possible Answers
	

	
		To ensure that people receive a large compensation payment when injured
	

	
		To create barriers for businesses in their day-to-day operations
	

	
	þ	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
	




[bookmark: _Ref35350952]When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	þ	Inspectors
	

	
	þ	Legislation
	

	
	þ	Codes of practice
	

	
	¨	Policies and procedures
	




[bookmark: _Ref35350961]Which of the following are functions and powers of the WHS regulator? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	þ	To enforce WHS law
	

	
	þ	To promote compliance with WHS law
	

	
		To represent you in court if you breach WHS law
	

	
		To supply WHS equipment
	




[bookmark: _Ref35351038]True or False (Tick your response): All levels of a workplace (e.g. PCBUs down to the worker level) can be involved in developing, implementing and monitoring changes to workplace policies, procedures, processes and systems in order to achieve compliance.

	Answer
	þ	True 
	
	

	
		False 
	
	



[bookmark: _Ref35350969]Which of the following methods can be used to advise others about WHS compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	þ	Training sessions for all staff
	

	
	þ	Emails about changes to laws
	

	
	þ	A suggestion box to allow workers to raise inadequacies
	

	
	¨	Having a legal advisor speak at a staff meeting
	




[bookmark: _Ref35417543]Which of the following methods can be used to monitor the effectiveness of workplace policies and procedures? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	þ	Internal audits
	

	
	þ	Observing trends through hazard/incident/injury reports
	

	
	þ	Interviews with those in the workplace
	

	
		Workplace inspections from legal advisors
	




[bookmark: _Ref35350954]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).

	Answer
	Enforceability
	Element
	

	
	5
	Policies and procedures
	

	
	3
	Codes of practice
	

	
	4
	Standards
	

	
	1
	Acts
	

	
	2
	Regulations
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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
	Matthew minehan

	
	

	Participant signature
	
	
	

	Date
	17/03/2023



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
		
	Task 1 (Occasion 2)
		



	ASSESSOR COMMENTS

	


BSBWHS412
Assist with workplace compliance with WHS laws

	Practical Task 1 (2X)

	Description of task:
Two (2) PCBUs have asked you to review their WHS policies/procedures, as provided, to ensure that each policy/process/procedure reflects the WHS duties, rights and obligations of those in the workplace. You are to:
· Prepare a report for each workplace’s PCBU which outlines your findings, making recommendations on how policies, procedures, processes and systems should be developed to support compliance, and potential regulator action if not observed;
· Update the policies/procedures to address any identified non-compliances; and
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for workers to ensure they are aware of the updated policies/procedures, current legislative requirements and identify how these will be monitored
· Listen to your audience during this presentation and appropriately respond to any questions asked by your assessor

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
· Report to PCBU 
· Workplace checklist for monitoring compliance 
· Presentation materials (e.g. PowerPoint) for each workplace’s 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: 
Policies/procedures (x2), computer. 

	Assessment of task

	Name of participant:
	

	Name of assessor:
	

	Location:
	

	Date:
	

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

	
	1st
Occasion
	2nd
Occasion

	1 Review WHS in the workplace

	1.1A.  [bookmark: _Ref35418484]Identify current WHS laws and documentation relevant to the organisation’s operations, seeking advice from legal advisors as required. 
		
	1.1B.  [bookmark: _Ref35418493]Determine legal requirements for the workplace – including duties, rights and obligations of PCBU and workers. 
		
	1.1C.  [bookmark: _Ref35418973]Review provided policy/process/procedure, identifying legislative non-compliances.
		
	2 Provide advice about WHS legislative compliance

	1.2A.  [bookmark: _Ref35418516]Prepare a report for PCBU which outlines findings – including:
· An outline of the PCBU’s duties, rights and obligations (including references to relevant legislative sections)
· A summary of identified non-compliances, and potential action that the WHS regulator could take
· An updated policy/process/procedure to address identified non-compliances (including how these will be monitored to ensure legislative compliance)
· Recommendations on how processes and systems should be developed to support compliance
		
	1.2B.  [bookmark: _Ref35418522]Develop a workplace checklist that can be used to monitor compliance of the updated policies/procedures.
		
	3 Maintaining WHS legislative compliance

	1.3A.  [bookmark: _Ref35418577]Develop a presentation for workers which covers:
· Identification of workers’ duties, rights and obligations – with direction on how to locate such information
· An outline of updates to policies/procedures and how they meet current legislative requirements
· Examples of how these new policies/procedures will be monitored to ensure legislative compliance
		
	1.3B.  [bookmark: _Ref35418579]Deliver presentation (in person/via live stream video) and listen to your audience to respond appropriately to any questions. 
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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