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ASSESSMENT FOR BSBWHS405

	Student name
	BENJAMIN WILLIAMS

	Date of assessment submission
	9/12/2018


	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. Documents supporting policy/WHSMS
	· Workbook response (below)

	2. Policy/WHSMS planning and implementation
	· Workbook response (below)

	3. Evaluating WHS performance 
	· Workbook response (below)

	4. Review and improve WHSMS
	· Workbook response (below)


	


ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	EDSS

	Workgroup
	WORKGROUP 1




	ACTIVITY 1 

	There are various legislative documents, standards and guidance documents to assist with the development of a WHS policy and associated WHSMS. 

Summarise what the following documents address (e.g. duties) with respect to a WHSMS:
a) Work Health and Safety Act 2011 (Qld)
b) Work Health and Safety Regulations 2011 (Qld) 
c) Australian Standard AS/NZS 4801:2001 
d) Australian Standard AS/NZS 4804:2001 
e) Standards Australia publication HB 211-2001 
f) A code of practice relevant to your chosen workplace
g) An example of guidance material from the regulator (e.g. WHSMS tools)




	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	It provides a framework to protect the health, safety and welfare of all workers at work. It also protects the health and safety of all other people who might be affected by the work. All workers are protected by the WHS Act, including employees.

	b) Work Health and Safety Regulations 2011 (Qld)
	It describes how to prevent or minimise a risk at the workplace. We must do what the regulation says. If a risk at the workplace is not covered by the regulation or code of practice then we must choose an appropriate way to manage exposure to the risk. A person conducting a business or undertaking must, where there is no regulation or code of practice about a risk, eliminate or minimise risks so far as is reasonably practicable.

	c) AS/NZS 4801:2001
	It is used as the benchmark to assess Occupational Health & Safety Management systems for organizations. Whilst this is an Australian/ New Zealand Standard, organizations in other countries have adopted the requirements.

	d) AS/NZS 4804:2001
	It provides more general guidance concerning principles, systems and supporting techniques including: how to set up an OHSMS [WHSMS], how to continually improve an OHSMS [WHSMS], and resources required for set up and improvement.

	e) HB 211-2001
	It is a guide to AS 4801 regarding occupational health and safety management systems for small businesses

	f) Code of practice
	It provides practical guidance for persons who have duties under the WHS Act and WHS Regulation to manage risks to health and safety. The duty is placed on persons conducting a business or undertaking, including employers, self-employed people, principal contractors, persons with management or control of a workplace, designers, manufacturers, importers and suppliers of plant, substances or structures that are used for work.

	g) Guidance material
	WHS barriers to healthy and safe work is a checklist provided by the regulator which can be used as tool to assist in a WHS policy





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Explain your involvement, as a workgroup supervisor, with incorporating the following policy areas into your organisation’s WHSMS:
· Injury management 
· Return-to-work 

In particular, explain how you would:
a) Contribute to the planning, development and promotion of these documents.
b) Seek the contribution and support of others in the planning, development and promotion of these documents. 
c) Apply these documents to your own and others’ work areas and job roles.
d) Communicate to others about the importance and application of these documents.




	Injury management policy

	Contributing to planning, development and promotion

	I would contribute and take part in the discussion on how to plan, develop and promote the statement of commitment and objectives including the promotion of behaviours and attitudes that create a positive workplace culture that supports injured workers, promoting the health benefits of work. The policy should be developed in consultation with all parties All roles and responsibilities of all parties should be included in the Injury Management policy. It will be consistent with relevant injury management legislation and will be reviewed regularly by all parties..

	Seek contribution and support in planning, development and promotion

	We always encourage workers to act more safely by involving them in safety decisions. We consult our workers - we ask our workers about any health and safety problems they have encountered in doing their work and any near misses or incidents that have not been reported. Worker surveys are undertaken to obtain information about matters such as workplace bullying, as well as muscular aches and pains that can signal potential hazards. 

	Apply policy/WHSMS

	Supervisors as well as management  walk around and observe the workplace on a regular basis. We look at how things are done, how people are working, how equipment is used and predict what could or might go wrong. We identify what is safe or unsafe as well as the general state of housekeeping. We make a list of all the hazards we find, including the ones we know are already being dealt with, to ensure that nothing is missed.
There is a statement of roles and responsibilities of all parties included in the Injury Management process. This is consistent with relevant injury management legislation and is reviewed regularly. 

	Communicate policy/WHSMS

	It is supplemented by adequate written procedures that are readily available, and that identify key support roles and responsibilities for implementing the policy. It is available in our workplace (corporate and site offices) where workers can readily refer to it and we also run special tool box meetings on Injury Management and prevention.  




	Return-to-work policy

	Contributing to planning, development and promotion

	As a Line Supervisor we help our workers stay at, or return to work as soon as possible following a workplace injury by providing suitable duties. We focus on what they can do, not what they can't. WorkCover works with our RRTWC and the supervisors to develop a suitable duties plan. Suitable duties sometimes are tasks different to our worker's usual duties, but will allow them to remain in the workplace during their recovery.

	Seek contribution and support in planning, development and promotion

	Providing suitable duties helps our workers recover at work while reducing disruption to their personal and work life, and disruption to our business.
Maintaining open and honest communication with our workers is an important part of a positive return to work. We ensure they are kept up to date, communicated with regularly and supported can prevent them from feeling isolated from their workplace and team. 


	Apply policy/WHSMS

	The sooner we start planning, the better the chances are of a positive stay at, or prompt return to work. With the assistance of the RRTWC we identify ways to recover at work, even while the claim is being assessed. We keep open and regular communication between everyone involved as this is crucial to make the return to work safe, quick and successful.
The rehabilitation process may include changing the worker's duties, tools and equipment or arranging for them to move into a different area of the business. If they have to take a break from work, we may need to work with them to identify alternative hours and days. For example, work a three day week instead of their normal five. We always have to remember to think about what the worker can do, not what they can't.

	Communicate policy/WHSMS

	We have to maintain open and honest communication so the worker feels supported during their recovery. WorkCover will work with all parties to monitor and revise the return to work plan, including timeframes for treatment and recovery. A supportive and positive approach from us at the time of injury and throughout the rehabilitation process can have a positive impact on recovery and improves the likelihood of a prompt and successful return to work. This in turn reduces the costs of the claim and the impact of the injury on our premium. Regular communication lets your employee know they are valued and alleviates uncertainty about their job security.





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to evaluation of these areas.
b) Communicate and explain evaluation of WHS performance to others. 
c) Facilitate others’ contributions to evaluate WHS performance. Be sure to consider timely collation of feedback.
d) For each area, provide one (1) example of a limitation that might exist in the WHSMS (or a possible negative effect of the WHSMS on WHS) that could be identified through the evaluation. 




	Compliance with WHS legislation

	Contribute to evaluation

	Monitoring, evaluation and performance review is required to be undertaken in consultation with workers, management and different workgroups within the organisation. 
As area Supervisor I have to ensure the process is established and communicated to the workgroup, implemented and maintained to enable a performance review for the accountable areas of health, safety and wellbeing management. Management review including internal and external auditing is undertaken every six months.

	Communicate and explain evaluation

	We communicate and explain the evaluation of compliance with WHS legislation through tool box meetings and regular staff meetings. We also communicate and explain the evaluation outcomes through daily discussions, WHS consultation meetings (HSRs/Health and safety committee), company newsletter, notice boards.

	Facilitate others’ contributions

	We take into consideration the active interest and involvement of workers in WHS, including feedback received. We keep open communication with all team members. We discuss work practices and other issues with management. We make sure we update our fellow workers on any health and safety matters that concern them. We ensure that workers can contact us, and that the communication process is an open one. 

	Example of a limitation or negative effect

	Limitation: lack of health and safety training to supervision staff. It is important that supervisors are trained in managing WHS as well as the other aspects of their position. Many businesses are not aware that supervision to ensure work health, safety and welfare at work is a legal requirement. It is important for supervisors to understand and implement the risk management process, including communication with workers on WHS matters. 




	Incident investigation

	Contribute to evaluation

	We must act as soon as possible after the incident. As supervisors we must visit the scene before physical evidence is disturbed and always make sure not to prejudge the situation. We must take photographs to assist in reconstructing the incident. When evaluating and investigating an incident we must look for causes not blame, what needs to assessed: events leading up to the accident, facts of the incident itself, facts regarding what occurred immediately after the incident, the essential factors and causes, environmental components/work processes and behavioural components.  

	Communicate and explain evaluation

	Once all the data is collected from the incident scene and before the scene is released back to the relevant owner, we should ensure all options for gathering information have been exhausted, communication of any residual hazards should occur via the lead investigator.
After an assessment of the initial data, a summary of incidents and an initial assessment of causes and contributing factors may be communicated to the relevant general manager and then all internal stakeholders. This should prompt an immediate review of current practices on similar tasks to prevent similar occurrences.
From my position as Supervisor we communicate and explain evaluation outcomes through tool box meetings and regular staff meetings. We also communicate and explain the evaluation outcomes through daily discussions, WHS consultation meetings (HSRs/Health and safety committee), company newsletters and notice boards

	Facilitate others’ contributions

	Any written statements from witnesses involved must be recorded using the Incident Witness Statement Form. Any interviews must be conducted so that confidentiality of any personal information obtained is maintained and any limits to confidentiality are explained, the interviewee is not pressured into providing a statement or information, the interviewee may invite other persons to attend the interview such as a work colleague, union representative or safety representative, the location of the interview is suitable and free of interruptions.
As a site supervisor I must establish a quarantine area for any failed equipment or components and ensure all failed equipment or components are clearly tagged and labelled as ‘out of service’ as per the Energy Tag and Lock Out Procedure. Communication of any residual hazards should occur via the lead investigator. After an assessment of the initial data, a summary of incidents and an initial assessment of causes and contributing factors may be communicated to the relevant general manager and then all internal stakeholders. This should prompt an immediate review of current practices on similar tasks to prevent similar occurrences.


	Example of a limitation or negative effect

	After evaluating the Incident reporting record management there was found a gap in the WHS system where Incident Notification Forms have not been kept for at least five years as per legislation. This has now been reported and corrective action has been put in place to comply with legislation. 




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the following areas:
· Compliance with WHS legislation
· Incident investigation

Explain how you would:
a) Contribute to review and improvement of these areas. 
b) Communicate and explain to others the review and improvement of the WHSMS. 
c) Facilitate others’ contributions to review and improve the WHSMS. Be sure to consider timely collation of feedback. 




	Compliance with WHS legislation

	Contribute to review and improvement

	As Site Supervisors we conduct site inspections at regular intervals to identify hazards and verify implementation of risk controls in accordance with the WHS Inspections procedure. 

	Communicate and explain review and improvement to others

	Audit findings and hazard analysis are reviewed by the WHS Committee and presented to Management for review. Management and WHS Committee then communicate with area supervisors through staff meetings. Outcomes are also informed through noticeboards both in corporate office and onsite and also through the company monthly  internal newsletter. Once we are fully informed as supervisors we communicate findings to the workforce and provide feedback back to WHS committee and management.   

	Facilitate others’ contributions

	As a site supervisor I found that team members contribute more and work harder for any project of they feel a sense of ownership in its success or failure. I communicate openly and honestly so team members understand just as much about the project as we do. We don’t hold back information about expected difficulties. When problems arise we call on the whole team to help us solve the difficulty. We give everyone a chance to speak and we do so in every weekly tool box meeting. I try as much as I can to keep a positive attitude and motivation high. From previous projects and experiences I found that negative comments from the top can damage morale and decrease motivation. I listen to the ideas and suggestions of team members and I make clear that I am always available to help work through any problems. Team members look to their supervisor to set the tone for the entire project - my words and actions need to contribute to the project’s success. 




	Incident investigation

	Contribute to review and improvement

	I make sure all incidents (including near misses and notifiable incidents ) are reported, investigated, escalated and actioned in accordance with the timeframes and processes outlined in the company’s incident management procedure. I advise our HSRs of incidents that occur within my area and seek their assistance during the investigation process. I have to implement and complete all assigned corrective and preventative actions identified during the investigation within the stipulated timeframes to minimise and prevent recurrence. 

	Communicate and explain review and improvement to others

	I include all WHS incidents and investigation outcomes as a standing agenda item on our tool box meetings. This includes the review of incidents that have occurred, corrective and preventative action taken, lessons learnt and controls implemented to ensure their ongoing effectiveness. 

	Facilitate others’ contributions

	As a site supervisor I make sure all my workgroup employees are trained and aware of the incident reporting and investigation process and requirements. When problems arise we call on the whole team to help us solve the difficulty. We give everyone a chance to speak and we do so in every weekly tool box meeting. 




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following are elements of WHS policy that belong within a WHSMS? Select all that apply.
☒ 	Commitment to comply with relevant WHS legislation
☒ 	Effective rehabilitation management of work injuries and disease 
☒ 	Documenting, implementing, maintaining and communicating the WHS policy to all workers
☒ 	Return to work of injured workers

	☐

	2. Development, promotion and communication of WHS policy are the responsibility of PCBUs only. 
☐ 	True
☒ 	False 

	☐

	3. It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS 
☒ 	True
☐ 	False 

	☐

	4. Which of the following are types of evaluation processes for monitoring WHS performance? Select all that apply. 
☒ 	Worker health surveillance
☐ 	Writing policies and procedures 
☒ 	Monitoring effectiveness of risk controls
☒ 	Auditing

	☐

	5. The WHS regulator provides which of the following to assist with policy and WHSMS development? Select all that apply.
☒ 	Fact sheets on the role of return-to-work practices
☒ 	Fact sheets on what happens when a worker is injured
☒ 	Work Health and Safety Consultation, Co-operation and 
Co-ordination Code of Practice
☐ 	Return to work checklists

	☐




	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. Obtain a copy of a WHS policy/Work Health and Safety Management System (WHSMS) to evaluate and review. 
	☒

	B. Evaluate the WHS policy/WHSMS reflects legislative requirements for return-to-work and injury management procedures (e.g. duty holder requirements), flagging areas that require modification.
	☒

	C. Explain the outcomes of the evaluation to others and seek their contribution and support when writing updates to WHS policy/WHSMS.
	☒

	D. Present and promote (verbally and electronically) the updated WHS policy/WHSMS components to another worker, explaining how the new WHS policy/WHSMS is to be implemented by workers.
	☒

	Name of observer
	Briigitte Biason

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

	Phone number of observer
	0418789082

	Email address of observer
	Brigittebiason@hotmail.comi

	Signature of observer
	
	Date
	7/12/2018
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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