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	Outcome for unit
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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

	· Documents supporting WHSIS
	· Workbook response (below)

	· Use and operation of WHSIS
	· Workbook response (below)

	· WHSIS supporting job role
	· Workbook response (below)

	· Monitoring, evaluating and improving WHSIS
	· 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
	TLCC construction site

	Workgroup
	Landscapers




	· 

	Summarise what the following documents address with respect to a WHSIS (i.e. requirements of duty holders, due diligence obligations, incident reporting requirements, function/purpose of WHSIS, WHS information necessary for effective WHS management):
· Work Health and Safety Act 2011 (Qld)
· Work Health and Safety Regulations 2011 (Qld) 
· Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011
· Australian Standard AS/NZS 4804:2001
· Guidance material
· Workplace policies
· Workplace procedures
· Workplace systems




	
	Summary of contents

	· Work Health and Safety Act 2011 (Qld)
	Location of document:
Current WHS Act is available to site:
· Online on Qld Government Legislation website; 
· Kept in TLCC electronic network – In Legislation folder within Resources Folder and can be transferred to site electronically;
· Elements are toolbox trained to field staff at regular intervals; and
· Is referenced and used in completion of SWMS and SMP on site.
.
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REQUIREMENTS OF DUTY HOLDERS

PCBU
So far as is reasonably practicable and regarding works influenced or directed by PCBU, PCBU must ensure:

· (S 19) 
· Health and safety (H&S) of workers engaged whilst at work
· H&S of other persons are not put at risk 
· Provision & maintenance of work environment without risks to H&S
· Provision & maintenance of safe plant and structures
· Provision & maintenance of Safe systems of work
· Safe use, handling and storage of plant, structures and substances
· Provision of and access to adequate facilities for welfare of workers 
· Provision of information, training, instruction or supervision, necessary to protect all persons from harm arising from work
· Workers’ health and conditions at workplace are monitored for purpose of preventing illness or injury of workers.
· (S 20) Means of accessing and egressing the workplace and anything arising from the workplace are without risks to H&S of any persons.
· (S 21) Re management or control of fixtures, fittings or plant at workplace, must ensure they are without risks to H&S of any persons.
· (S 26) Installation, construction or commissioning of plant or structures must be without risk to the H&S of persons who install or construct, use, carry out any reasonably foreseeable activity (decommissioning, dismantling, demolishing or disposal); or are in the vicinity of and may be harmed by the plant or structure.
· (S26A):
· Comply with authorised Codes of Practice (COPS)
· Manage hazards and risks to a standard equivalent to the COPS or higher.
· (S 47) consult with workers who carry out work for the business or undertaking.
· Where PCBU and the workers have agreed to procedures for consultation, it must be in accordance with those procedures; and the procedures must be consistent with S48 of the Act, including:
· Relevant information is shared with workers;
· Workers are given a reasonable chance to express their views and to raise WHS issues and to contribute to the decision-making process;
· That workers’ views are taken into account by PCBU;
· Workers consulted are advised of the outcome of consultation in a timely way; and
· If workers are represented by a health and safety representative, the consultation must involve that representative.
· (S 79) Re H&S Committees, PCBU must:
· Allow all H&S Committee members to spend time reasonably necessary to attend committee meetings or to carry out functions as a member; and PCBU must pay the members whilst carrying out those duties, as they would normally get paid;
· Allow H&S Committee to have access to information relating to hazards and associated risks and the H&S of the workers at the workplace.  
· Not allow H&S committee to have access to any personal or medical information concerning a worker, without the worker’s consent unless the information is in a form that doesn’t identify the worker and could not reasonably be expected to lead to the identification of the worker.

OFFICERS (Director/s or appointed H&S Officer/s):
· (S 27) Officers must exercise due diligence to ensure PCBU complies with it’s duty or obligation

WORKERS
· (S 28) While at work, workers must:
· Take reasonable care for their own h&s;
· Take reasonable care that their acts or omissions don’t adversely affect the H&S others;
· Comply (as far as reasonably able) with any reasonable instruction given by the PCBU to allow PCBU to comply with this Act; and
· Co-operate with any reasonable policy or procedure of the PCBU re H&S at the workplace that has been notified to workers. 

Other Persons at the workplace:
· (S 29) 
· Must take reasonable care for their own H&S;
· Take reasonable care that their acts or omissions don’t adversely affect the H&S others; and
· Comply (as far as reasonably able) with any reasonable instruction given by the PCBU to allow PCBU to comply with this Act.



DUE DILIGENCE OBLIGATIONS:

OFFICERS OF PCBU:
· (S 27) Officers must exercise due diligence to ensure PCBU complies with it’s duty or obligation to:
· Acquire and keep current knowledge of WHS matters;
· Gain understanding of the nature of PCBU business operations and generally of the associated hazards and risks;
· Ensure the PCBU  has appropriate resources and processes to eliminate or minimise WHS risks to H&S, for use and uses;
· To ensure PCBU has appropriate processes for receiving and considering information re incidents, hazards and risks and responding in a timely way to that information;
· To ensure PCBU has and implements, processes for compliance with any duty or obligation of the PCBU (including Reporting notifiable incidents, ensuring compliance with notices issued, ensuring provision of WHS training and instruction to workers); and
· To verify provision and use of the resources and processes mentioned above.


INCIDENT REPORTING REQUIREMENTS

(S38) PCBU must ensure regulator is notified immediately after becoming aware of a notifiable incident arising out of the conduct of the business or undertaking.

The notice must be given:
· In the fastest possible means;
· By telephone – giving incident details & if required written notice within 48 hours; or
· In writing – in a form, or containing the details approved by the regulator.

The regulator must give the PCBU details of the information received or an acknowledgement of receiving the notice, where the notice was given by telephone.

PCBU must keep a record of each notifiable incident for at least 5 years from day of the notice to the regulator.

FUNCTION/PURPOSE OF WHSIS

(S3) Describes the main object of the Act as being to provide for a balanced and nationally consistent framework to secure the H&S of workers and workplaces.

The function/purpose of a WHSIS would be to incorporate the framework offered by the Act to create a system that supports worker and workplace safety and its management. 


WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

Any information necessary to protect all persons from risks to their H&S arising from work carried out as part of the conduct of the business or undertaking.


	· Work Health and Safety Regulations 2011 (Qld)
	Location of document:

Current WHS Regulations are available on site:
· Online on Qld Government Legislation website;
· In TLCC electronic network – In Legislation folder within Resources Folder and can be transferred electronically to site;
· Elements of the Regulations are toolbox trained to field staff at regular intervals and available in TLCC Project SMP; and
· Is referenced in completion of SWMS and SMP on site.
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REQUIREMENTS OF DUTY HOLDERS

PCBU DUTIES:
PCBU has a duty to manage risks to H&S with regard to following:
· (S33) Any specific requirements for the management of risk must be complied with (eg: requirement not to exceed an exposure standard; Duty to implement a specific control measure; Duty to assess risk)
· (S34) To identify hazards 
· (S35) Must either eliminate or if unable, to minimise risks, so far as is reasonably practicable. 
· (S36)Where Duty holder is unable to eliminate risks must minimize risks by doing one, or combination of the following:
· Substituting the hazard with something with a lesser risk
· Isolating hazard
· Using engineering controls
· If a risk remains, by ensuring provision and use of suitable personal protective equipment
· (S37) Must ensure that any control measures used to eliminate or minimise risk to H&S, are maintained to remain effective and is fit for purpose, suitable and installed, set up and used correctly.
· (S38)  Must review and revise control measures used to maintain a risk free work environment; and review is required when:
· Controls don’t control the risk or where the change may cause new risk;
· Before a change at the workplace which is likely to give rise to a new or different risk
· A new hazard or risk is identified;
· Results of consultation indicate review is needed; and/or
· A H&S representative requests review.
· (S40) In relation to General Workplace facilities - PCBU must ensure, so far as is reasonably practicable, that the following are provided, without risk to health and safety:
· Persons can enter, exit and move around, under normal conditions and in an emergency;
· Work areas have space for work;
· Floors and other surfaces are designed, installed and maintained;
· Lighting enables work, movement and safe evacuation in an emergency;
· Ventilation is adequate;
· Works carried out in extremes of heat or cold; and 
· Work re or near essential services.
· (S41) To provide and maintain adequate and accessible facilities for workers, including provision of toilets, drinking water, washing & eating facilities.
· (S42) To provide first aid, including worker access; adequate trained first aiders; and relevant to the nature of the work, the hazards, size and location of workplace and the number of workers.
· (S43) Must ensure that an emergency plan is prepared for the workplace that provides for following:
· Emergency procedures (including effective emergency response, emergency procedures, emergency services earliest notification, medical treatment and assistance and effective communication between the PCBU and person authorised to coordinate the emergency response and all persons at the workplace.
· Emergency plan is maintained and remains effective;
· Must consider the nature of the work, nature of hazards, size, location and number of workers and other persons at the workplace.
· Must implement the emergency plan for the workplace in the event of an emergency.
· (S44) Must provide Personal Protective Equipment (PPE), suitable to:
· Minimise risk to H&S; 
· The nature of the work and any associated hazard; and
· Fit the workers
PPE must be:
· Maintained, repaired or replaced;
· Clean & hygienic; and
· In good working order.
· (S45) To ensure PPE to be used or worn by others at a workplace is fit to minimise risk to them and that they wear it.
· (S48) Must manage risks re remote or isolated work and must provide system of work that includes effective communication with the worker.
· (S49) Must ensure no one at the workplace is exposed to a substance or mixture in an airborne concentration that exceeds exposure standards.
· (S50) Must ensure air monitoring is carried out to determine airborne concentrations of substances or mixtures at the workplace to which an exposure standard applies if, not certain or if monitoring is necessary to determine any risk to health.
· (S53) Flammable and combustible material must be kept at the lowest practicable quantity for the workplace.
· (S54) Must manage risks re falling objects.
· (S55) If falling object risk cannot reasonably be eliminated, PCBU must minimise the risk by providing adequate protection.
· (S57) Must manage risks to H&S re hearing loss associated with noise and must ensure workers exposure to noise doesn’t exceed the exposure standard for noise.
· (S60) Must manage hazardous manual tasks re musculoskeletal disorder by regarding:
· Postures, movements, forces and vibration;
· Duration and frequency of the tasks;
· Workplace environment;
· Design and layout of the work area/place;
· Systems of work used; and 
· Nature, size, weight or number of persons, animals or things involved.
· (S78-80) Management of risk of falls from one level to another likely to cause injury to the person or other persons.
· (S84) Must ensure that supervisors of persons carrying out high risk work, provide direct supervision unless deemed to be unnecessary and reduced supervision will not place the health and safety of the supervised person or others at risk.
· (S85) Must not direct or allow a worker to carry out or supervise high risk work, where a licence is required, without seeing written evidence provided by the worker of having the relevant licence for that work; and must keep a record of the evidence for at least 2 years after the high risk work or supervision of same is carried out. 
· (S203) Person managing or in control of plant must manage risks to health & safety:
· (S206) Proper use of plant & Controls
· (S207) When not in use to leave so that it is not a risk to others H&S
· (S208-9) re guarding
· (S210) re operational controls
· (S211-12) re Emergency stops & Warning devices
· (S213) Re Maintenance, testing & Inspection of plant to be done by competent person
· (S214) Must manage risks associated with rollovers, things falling on operator, operator ejection, collisions & mechanical failures of pressurised elements.
· (S215) Must ensure, as far as reasonably practicable: operator protective devices are provided, nor additional passengers unless as safe as operator, no collision with pedestrians or other plant, warning devices provided.
· (S216) Must ensure, as far as reasonably practicable - for plants that lift or suspend loads: that plant is designed to lift or suspend loads; Carried out with attachments suitable for load and within WLL of plant; no loads over persons unless plant specifically designed to do so; loads to remain under control & only lifted by plant designed to lift (exceptions S220)
· (S227) 
· (S297) Manage risks associated with construction work.
· (S298) Secure workplace from unauthorised access and if limited then must isolate hazards within the workplace.
· (S301) SWMS to be provided to Principal Contractor prior to works commencing.
· (S302) SWMS to be Reviewed and revised if necessary.
· (S305) Manage risks to H&S re excavation works, including:  falls into, entrapment by collapse of an excavation; person struck by falling things whilst in an excavation; persons exposed to airborne contaminant.  Must have regard for: nature of excavation; range of methods; and means of entry and exit from excavation if applicable.
· (S306) Additional controls for trenches at least 1.5m deep re unauthorised access; safe access; minimise risk of collapse by shoring, benching, battering or Geotechnical engineer advice claiming all sides of trench are safe from collapse.
· (S306D) Risk of falls at least 2m (other than ladder, platform supported by trestle ladders, scaffolding being put up or taken down or area near a ladder where person needs to use to get on or off ladder) – PCBU must: use controls to prevent person falling (Control egs: edge protection, fall protection cover placed over opening or travel restraint system); if prevention not practicable then to arrest fall and prevent or minimise risk when person is arrested (egs of arrest controls:  fall arrest platform, fall arrest harness system, industrial safety net).  Fall protection and arrest system conditions described in S306E to S306J).
· (S306K) Re work done from single or extension ladder – to ensure 3 points of contact maintained at all times and to use for access to a place unless any work carried out is permitted work as per (S306L)
· (S306M) Ladder requirements including WLL of at least 120kg, industrial use, used for designed purpose, not used to exceed WLL, no longer than 6.1m for single ladder or 7.5m for extension ladder (unless used in confined space); stable base surface; rungs approximately level, not used to support a platform, placed so angle between ladder and horizontal is at least 70 degrees and not more than 80 degrees when in use; where used as temporary access it extends at least 1m over surface.  May be used at greater angle if lesser angle is impractical re confined space or other control is in place to prevent movement. 
· (S316 - S317) General Construction Induction Training – all workers to complete successfully and not more than 2 years ago where worker has not carried out construction work in preceding 2 years.
· (S328) Re use of handling and storage of hazardous chemicals – give thresholds for hazardous and dangerous chemicals.
· (S341) Labelling of hazardous chemicals 
· (S344) Must obtain safety data sheets (SDS) for hazardous chemicals used and be accessible to users, emergency service workers or others likely to be exposed.
· (S351) Must manage risks to H&S associated with using, handling, generating or storing a hazardous chemical (hazchem) at workplace, with regard to:  properties of hazchem; potential hazards; nature of work to be carried out with hazchem; and structures, plant or systems used in relation to the hazchem.
· (S352) Review control measures and revise as required if SDS is changed; a health monitoring report is obtained showing effects from exposure to hazchem, recommendation for PCBU to take remedial measures; and where monitoring determines airborne concentrations of hazchem exceed relevant exposure standard.
· (S353) Re hazchem safety signage requirements.
· (S354-S356) Identifying risks of physical or chemical reactions; specific controls re fire and explosion and keeping hazchems stable.
· (S357) Containing and managing spills of hazchems and provisions to be made.
· (S358) Hazchem containers to be protected from damage.
· (S359 – S360) Re hazchems: Workplace to be provided with accessible safety equipment (firefighting) and emergency plans.
· (S363) To control risks from storage or handling systems re hazchems.
· (Division 6) To provide appropriate health monitoring if significant risk to workers’ health due to hazchem exposure. Must provide information to any person likely to use, handle or store hazchems prior to commencing works.  To provide health monitoring report to regulator if any results indicate worker may have contracted a disease, injury or illness re working with hazchems or any recommendation to undertake remedial measures. To keep health monitoring records for at least 30 years after record is made and to ensure results are not disclosed to another person without workers’ written consent.
· (S379) Must provide supervision necessary to protect worker from risk to health and safety re hazchem use, handling or storage.health and safety re hazchem use, handling or storage.
· . (Division 8) Prohibitions, authorisations and restricted use of restricted carcigens and hazchems.  Records to be kept.
· (Part 8.1) Prohibitions and authorised conduct re ACM works and exceptions; Management of ACM works and associated risks; identification requirements; Records and their accessibility; and re ACM management plan.
· (Part 8.5) ACM at workplace – re:  Health monitoring duties; Worker training duties; and Controls limiting treatment of ACM and equipment used.
· (Part 8.7) If commissioning removal of ACM: ACM removal works duties to ensure licenced removalists are used for certain types of ACM; training records to be kept; accessible information; register; ACM removal control plan requirements;  notifications; signage and access limitations requirements; facilities; disposal and PPE; clearance inspections and other obligations of licensed ACM removalists.
· (Part 8.8) ACM removal requiring Class A asbestos removal licence – must ensure an independent licensed ACM assessor undertakes air monitoring of ACM removal at workplace.  Describes licenced removalist requirements re actions if respirable ACM fibre level is too high; about removing friable asbestos.
· (Part 8.9) Asbestos related work regarding actions if there is uncertainty as to ACM presence; air monitoring requirements; and decontamination facility requirements.

RELEVANT PERSON DUTIES:  

(S703) To ensure, as far as is reasonably practicable:

· The H&S of all persons who may be affected by the relevant person’s relevant activity.
· Provision & maintenance of safe and healthy environment;
· Provision & maintenance of safe plant and structures;
· Provision & maintenance of safe systems; 
· Safe use, handling and storage of plant, structures and substances;
· Provision of information, training, instruction or supervision necessary to protect all persons from H&S risks.

(Part 12.4) Duties re Incident Notification/s; and to preserve incident sites.

DUTIES OF OFFICERS:

(S704) Where relevant person has a duty under section 703 in relation to relevant activity, an officer of the relevant person must exercise due diligence to ensure the relevant person complies with that duty and officer may be convicted or found guilty of an offence.  
Due diligence includes taking reasonable steps to:
· Acquire and maintain current knowledge of public health and safety matters;
· Gain understanding of nature of relevant activity and the associated hazards and risks;
· *Ensure relevant person has available for use – appropriate resources and processes to eliminate or minimise risks to health and safety;
· Ensure relevant person has appropriate processes for receiving and considering information re incidents, hazards and risks & responding in a timely manner;
· Ensure relevant person has and implements processes for complying with S703*; and
· To verify provision and use of resources and processes mentioned from * to *.



PRINCIPAL CONTRACTOR (PC) – ADDITIONAL DUTIES - as far as is reasonably practicable:

· (S308) Ensure signage installed re PC name & contact details & AH number; site office location (if any); clearly visible from outside of workplace.
· (S309) Ensure written WHS Management Plan is prepared for workplace.
· (S310) Ensure each worker on site is made aware of WHS Management Plan (SMP) content and their right to inspect it.
· (S311) Must review and revise SMP as necessary and advise all workers on site of any revisions.
· (S312-313) SWMS copy to be obtained for high risk construction works prior to works commencing and kept until works completed or if relative notifiable incident occurs – for 5 years after incident occurrence.
· (S315) Manage risks re Storage, movement and disposal of construction materials and waste; storage of plant at worksite; traffic in vicinity of workplace that may be affected by works.
· (S315A) Must ensure amenities provided are maintained hygienically, safely and in serviceable condition.


WORKER DUTIES:
· (S46) If PCBU provides PPE, the worker must use or wear the equipment in accordance with any information, training or reasonable instruction by the PCBU.  Worker must not intentionally misuse or damage PPE and must inform PCBU of any damage, defect or requirement to clean or decontaminate the PPE, that the worker is aware of.
· (S81-84) High Risk Work licensing requirements and exemptions.
· (S326 – S327) Must keep General Construction Induction Training card or certification available and must return cards on receiving a cancellation notice. Must not intentionally or recklessly alter the card.


OTHER PERSON/S DUTIES:
· (S47) Must wear PPE in accordance with any information, training or reasonable instruction provided by PCBU.
· (S705) Take reasonable care for his or her own H&S and that their acts or omissions do not adversely affect H&S of others and to comply, so far as is reasonably practicable, with any reasonable instruction given by the relevant person to comply with this part.


WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

Part 3,2 covers General workplace management.

(S39)  PCBU must ensure that information, training and instruction provided to a worker is fit for purpose to the nature of the work;  risks associated with the work; and the control measures used.

The information, training and instruction must be provided in a way that is readily understandable to those it is provided to.

(S44) PCBU must provide information, training and instruction in the proper use, wearing, storage and maintenance of PPE.

(S50) Results of air monitoring for airborne concentrations of substances or mixtures at the workplace to which an exposure standard applies, must be recorded and kept for 30 years and be readily accessible to persons at the workplace who may be exposed to the substance or mixture.

(S299) SWMS to be provided for High Risk Construction work that identifies the high risk work, states associated hazards and risks, describes control measures and how they will be implemented, monitored and reviewed, specific to the site, readily accessible and understood by users (workers); and in the case of risk of falling >2m, must describe all control measures including fall protection measures.

(S300) Must put arrangements in place to ensure High risk construction work is carried out per SWMS and to stop works (if safe to do so) if SWMS are not being followed and only to resume in accordance with SWMS.  
 
(S303) SWMS kept until High Risk construction work is completed; If notifiable incident occurs SWMS to be kept 5 years following the incident; available to workers and to inspector under the Act.

(S304) Excavation work / Underground (UG) essential services information:  PCBU must take all reasonable steps to obtain current UG services information prior to excavations; must provide information to any carrying out excavations; have regard to the information in carrying out or directing or allowing the carrying out of the excavation work; ensure information is available for inspection under Act (including if a notifiable incident occurs re excavations – for 5 years after incident).

(S309) WHS management Plan must be prepared for site prior to works commencing, including: names, relative positions and health and safety responsibilities; Consultation, cooperation and coordination arrangements in place re compliance with Act and this Regs; Management of incidents; site specific rules and arrangements for workers to be informed; arrangements for collection, assessment, monitoring and review of SWMS.  

(S346) Hazardous chemicals register to be prepared, current and include hazardous chemicals used, handled or stored; current SDS and is readily accessible to anyone likely to be affected by the hazardous chemical.

(S425) ACM register & Management plan to be prepared and kept if ACM is identified at the workplace or likely to be present.


	· Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011
	Location of document:
· The Code of Practice (COP) is available online at Qld Government – Office of Industrial Relations WHS Qld website;
· In TLCC network, in the legislation resources folder and able to be transferred electronically to site;
· Principals are toolbox trained to field workers at regular intervals; and
· Is referenced in completion of SWMS and SMP.
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REQUIREMENTS OF DUTY HOLDERS

Consultation is required for risk management.

PCBU DUTIES

PCBU must consult, so far as is reasonably practicable, with workers who carry out works for the business or undertaking and who are, or likely to be, directly affected by a health and safety (H&S) matter.

PCBU will have H&S duties if they:
· Engage workers to do work for them;
· Direct or Influence work carried out by workers
· Might put others at risk 
· Manage or control workplace, fixtures, or plant at the site
· Design, manufacture, import or supply plant or structures
· Install, construct or commission plant or structures at the site.

PCBU must consult with workers when:
· Identifying hazards
· Assessing risks
· Making decisions about how to eliminate or minimise risks
· Making decisions re adequate facilities for worker welfare
· Proposing changes which may affect H&S of workers
· Decision making re procedures for consulting with workers 
· Resolving H&S issues
· Monitoring worker health
· Monitoring workplace conditions
· Providing information and training to workers.

Must consult with workers and/or their H&S representatives (Reps) when:
· Making decisions re facilities required
· Planning changes that may affect workers’ H&S
· When developing procedures 
· There is information relative to workers H&S 

And
· Workers must be given reasonable opportunity to contribute to decision-making processes, to express their views and to raise H&S issues 
· Views of workers to be taken into account
· Workers to be advised of consultation outcomes in a timely manner.

Workers to be encouraged to ask questions, raise concerns, make recommendations and to participate in problem-solving activities regarding H&S.

PCBU must consider views of worker and H&S Reps before making decisions on H&S.

Should agree to respond to concerns and queries raised by workers within a certain timeframe; offer feedback re options they propose; and inform them of final decisions or actions asap, to help them understand your reasoning.

Must consult with workers (including contractors and their workers and volunteers) re H&S matters that directly affect them and which you have influence or control, so far as is reasonably practicable.

PCBU is required to take a proactive and sensible approach to consultation.

Consultation procedures to be monitored and reviewed to ensure they remain effective.

Where a worker requests the election of a H&S Rep, work groups must be established to facilitate the election and will require negotiation and agreement with workers to agree on the formation of workgroups as per the WHS Act (Sections 52 to 54).

PCBU must establish a H&S Committee within 2 months following requests by 5 or more workers or a H&S Rep at the workplace.  At least half of the members must be workers not nominated by management.  Regulator inspector may be appointed to decide about H&S Committee within a reasonable time.



DUTY HOLDERS – GENERAL

Where more than 1 person has a duty re a matter, each person with the duty must, so far as is reasonably practicable, consult, co-operate and co-ordinate activities with all others with the duty.

Where duty holders work activities overlap and interact, they will be required to consult, co-operate and co-ordinate activities with each other so far as is reasonably practicable.


PRINCIPAL CONTRACTOR (PC)

PC for a construction project are to have arrangements in place for consultation, co-operation and co-ordination of activities between any PCBUs at the site.

OFFICERS DUTIES

To exercise due diligence to ensure the PCBU complies with the WHS legislation, including ensuring processes are implemented for compliance with the duty to consult workers and consulting, co-operating and co-ordinating with other duty holders.


WORKER DUTIES

To take reasonable care for their H&S and they don’t adversely affect the H&S of others.  

Must comply with any reasonable instruction and co-operate with any reasonable H&S policy or procedure.



INCIDENT REPORTING REQUIREMENTS

COP suggest that although not a requirement, that it may be helpful, for PCBUs to consult workers during incident investigations. 

FUNCTION/PURPOSE OF WHSIS

COP explains the benefits, aims and requirements of consultation, co-operation and co-ordination:

· Consultation is required by law & is essential part of managing H&S risks
· Communication and co-operation in the workplace makes a safe workplace more easily achieved (all working together to find solutions)
· More informed decisions by drawing on collective knowledge and experience of workers
· Greater awareness and commitment – because workers who have been actively involved in how health and safety decisions are made will better understand the decisions and will be more likely to follow any controls and outcomes
· More positive working relationships as appreciation and understanding of others’ views leads to greater co-operation and trust
· Where you share responsibility for H&S with others, consultation, co-ordination and co-operation contributes to  addressing any gaps in managing H&S risks that often occur when:
· There is a lack of understanding of how the activities of each person may add to the hazards and risks of others
· Duty holders assume that someone else is taking care of the H&S item
· Person who takes action is not the best person for the purpose.   
· All duty holders will understand how your activities may impact on H&S and the actions taken by all parties to control risks will be complementary.  
· Aim is to ensure sufficient information has been gathered to make well-informed decisions and for workers to be given reasonable opportunity to provide their views and understand the reasons for those decisions.
 

WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

The Code of Practice (COP) recognises that worker input and participation improves decision-making re H&S matters and helps in reducing work-related injuries and illnesses.

Workers and H&S Representatives may need access to information (eg: technical guidance about workplace hazards).

Information relating to hazards affecting workers and H&S of workers should be accessible to workers and H&S representatives (with exception of personal or medical information without any individual’s consent – for Privacy purposes.

Procedures should be in writing and easily accessible, to provide clarity and certainty and to help demonstrate compliance.

Where issue resolution procedures are agreed to, they must be written and communicated to all applicable workers.

Literacy needs and diversity needs to be taken into account when presenting information to workers, to ensure anyone challenged will understand also (eg: young workers may not be confident enough to speak up if unsure and may find it easier to communicate via a H&S representative, interpreter or other means.  Also, some may learn better with diagrams or other means of communications and sometimes face-to-face communication is not possible – so other means need to be used (phone or noticeboards or other.)

Information provided should be current and attention drawn to new material.

Recommended that records are kept to demonstrate compliance with consultation requirements and they may assist in risk management and dispute resolution.

Records should cover who, what matter is, decision made, who is responsible to carry out actions and by when and when the action has been closed out.

Where PCBU and workers have agreed to consultation procedures, it must be carried out accordingly and must be consistent with the WHS Act.


	· AS/NZS 4804:2001
	Location of document:

· AS/NZS 4804:2001 is available from SAI global website;
· In TLCC network and able to be transferred electronically to site; and
· Is referenced in the TLCC SMP; and 
· TLCC SMP is accredited, designed and maintained in accordance with this standard.


Summary of contents:
REQUIREMENTS OF DUTY HOLDERS

ORGANISATION DUTIES
· Shall communicate relevant information on legal and other requirements to workers.
· Shall define, document and communicate the areas of accountability and responsibility of all personnel, including contractors, involved in the OHSM operation.
· In consultation with employees shall identify training needs 
· Shall ensure all personnel have undertaken training relative to identified needs and that training is carried out by persons with appropriate knowledge, skills and experiences in OHS and training.
· To consult with personnel on any changes that affect workplace OHS.
· To inform personnel who is/are OHS representative/s and management representative/s.
· To provide Representatives with appropriate training to effectively undertake their involvement in development, implementation and review of OHS arrangements.
· Establish procedures required.
· Shall identify any situations where employee health surveillance is required, to implement appropriate systems and to make individual results available to employees.
· Establish, implement and maintain an audit program and nominate a competent person to carry them out to determine whether the OHSM system conforms to planned arrangements, has been properly maintained and is effective in meeting the organisation’s OHS objectives and targets for continual OHS improvement.  
· Provide information on audit results to management and employees


MANAGEMENT DUTIES
· Shall identify and provide resources required to implement, maintain and improve OHSM system.
· Top management shall appoint a specific management representative/s who shall have defined roles, responsibility and authority for:
· Ensuring OHSM system requirements are established, implemented and maintained
· Reporting on OHSM system performance to top management for review and towards continual improvement of the OHSM system.
· Top management shall, at determined intervals, review OHM system, to ensure continued suitability, adequacy and effectiveness.

EMPLOYEES DUTIES

· Shall be involved in development, implementation and review of policies and procedures for risk assessment.
· To select those who will represent them re OHS matters


FUNCTION/PURPOSE OF WHSIS

Objective of the Standard it to set out auditable criteria for an Occupational H&S Management (OHSM) System and aims to encompass the best elements of such systems used in Australia and NZ.  Included guidance on how criterion may be achieved and should not be relied on to ensure legislative compliance and other obligations.

It offers a systematic approach that can contribute to OHSM actions with emphasis on continual improvement of the system.  

WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

The Organisation shall establish, implement and maintain:
· OHS Policy
· Documented procedures for hazard identification, hazard/risk assessment and controls of hazards/risks.  Methodology shall remain current.
· Procedures to identify and access all relative, current, legal and other requirements.
· OHS objectives and targets, which will be consistent with OHS Policy, legislation and other requirements, organisation’s hazards and risks, technological options and interested parties’ views.
· OHS Management Plan for achieving its objectives and targets, including responsibilities, means and timeframes.
· Documented OHS Procedures, including:
· OHS competencies developed & maintained and training provided.
· Employee involvement and consultation in OHS issues, agreed to by employees and made available to all interested parties.
· Ensuring pertinent OHS information is communicated to and from employees and other interested parties.
· For relative and timely reporting to ensure OHSM system is monitored and performance improved.
· Document control and data required
· To ensure risk management (hazard id, hazard/risk assessment, hazard/risk control and evaluation) of all risks with control priorities assigned based on the significance of the hazard. 
· Emergency 
· To monitor and measure on a regular basis, the key characteristics of its operations and activities re H&S and to evaluate the effectiveness of the measures, including equipment monitoring, calibrating, storage and testing.  Records to be maintained.
· Incident investigation, response and actioning any identified corrective and preventative actions to minimize harm caused by them.
· For identification, maintenance and disposition of OHS records and results of audits and reviews
· For periodic OHSM system audits
· Any health surveillance requirements shall be identified and information monitored and recorded.
· Management Review to be documented.


	· Guidance material
	Location of document:
· SWMS guidance available from WorkSafe Qld website and in TLCC network - Safety Guides Folder; and
· Various guides are Toolbox trained to field staff, and generic SWMS updated, as appropriate.


Summary of contents:
REQUIREMENTS OF DUTY HOLDERS

PCBU DUTIES

· Ensure SWMS is prepared or prepared by another person, prior to proposed high risk works
· Ensure high risk construction works are carried out as per SWMS
· Ensure copy of SWMS is given to PC prior to works commencing
· Ensure SWMS is reviewed and revised if necessary
· Copy of SWMS to be kept until high risk work completed.
· Must develop a system or random workplace inspections to ensure workers understand SWMS control measures and that the work is carried out in accordance with the SWMS.
· Must not commence high risk construction work unless the PC has been given copy of SWMS
· Must ensure all workers involved in the high risk construction work are provided with information and instruction so they understand the hazards and risks, understand and implement the controls and know what to do if the work is not conducted as per the SWMS.
· To ensure all persons involved in the high risk construction work are advised about SWMS revisions and provided with information and instruction that will assist them to understand and implement the revised SWMS.

ALL DUTY HOLDERS to ensure:

· Work is carried out as per SWMS
· To cease work (as soon as safe to do so) if work is not carried out as per SWMS.
· Works only to resume in accordance with the SWMS.
· All SWMS are given to PC prior to work commencing
· SWMS are kept readily available for inspection.

PC to:

· Ensure the PCBU does not commence high risk construction work until they have been provided with SWMS copy. 



FUNCTION/PURPOSE OF WHSIS

Primary purpose of SWMS is to help supervisors, workers and other persons at the work site to understand the requirements established to carry out high risk construction work in a safe and healthy manner.

Aim is to:
· Describe activity or task to be undertaken
· Identify resources for the task
· Assess and select control measures for hazards
· Systematically plan activity so it can be completed efficiently and effectively.


WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

The SWMS provided for high risk works:
· Sets out the work activities in logical sequence
· Identifies hazards
· Describes control measures
· Must be easy to read by supervisor, workers and PC involved in the high risk works.
· In preparing, must consider and include:
· Site circumstances that may affect the way the high risk construction work is carried out
· The PC WHS management plan
· The type of high risk work
· The relative hazards and risks
· Controls for those risks
· How controls will be implemented, monitored and reviewed.
· PCBU name, address and ABN
· Responsible personnel
· Name of PC
· Site Address
· Date of SWMS preparation and date it was provided to PC
· Review date if any.
· SWMS may also include:
· Workers’ names that have been consulted 
· Date the consultation occurred
· Signature of each worker to acknowledge their participation in consultation with the SWMS development.
· SWMS should give clear instruction on the control measures to be implemented.  
· SWMS must be kept and be available for inspection until at least the high risk construction work is completed and where SWMS is revised – all versions should be kept.  To be kept at workplace or where it can be delivered to workplace promptly.
· If a relative notifiable incident occurs, SWMS to be kept at least 5 years after incident.
· SWMS to be made available to any person engaged to carry out the high risk work and for inspection under the WHS Act.
· Must be reviewed regularly to ensure it remains effective.  Reviews should be carried out in consultation with workers (and H&S Reps) who may be affected by the operation of the SWMS.
· Revisions to be provided to PC and made available to workers and changes to be trained to all persons who will need to change a work procedure or system as a result of the changes.




	· Policies
	Location of document:
Available in the TLCC network & displayed at all project sites and at office reception.  Can also be found within the TLCC SMP.

Summary of contents:
REQUIREMENTS OF DUTY HOLDERS

ORGANISATION DUTIES to:
· Ensure works are undertaken safely with a high level of integrity and quality; and
· Meeting all IMS objectives listed below in “Function/Purpose of WHSIS”


DUE DILIGENCE OBLIGATIONS

Policy requests personal cooperation and commitment of people working within TLCC to help to achieve Zero Harm objective and to abide by safety rules and to report unsafe conditions. Also, to be involved and committed to a continuing program that will ensure a safe, healthy and hygienic environment for all.

INCIDENT REPORTING REQUIREMENTS


FUNCTION/PURPOSE OF WHSIS

Company statement and policy re WHS commitment and how it will meet work-related injury and illness elimination objectives.

IMS OBJECTIVES
Eliminating work-related injury and illness by:
· Conformance with legislation
· Managing risks associated with business activities
· Providing and maintaining a H&S risk free work environment
· Providing and maintaining safe plant and structures
· Providing and maintaining safe systems of work
· Ensuring safe use, handling and storage of plant structures and chemicals
· Providing adequate facilities for welfare of workers, including access to them
· Provision of information, training instruction or supervision required
· Monitoring worker health and conditions at workplace for purpose of illness or injury prevention re related work activities
· Establishing measurable objectives and targets and to document and monitor progress

WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

Maintenance of IMS which incorporates and enables compliance to AS/NZS 4801:2001 and covers the activities of Company operations.

The Policy states that all persons’ contributions are valued – so would indicate that contributions should be recorded and considered in decision making processes.


	· Procedures
	Location of document:
· TLCC Emergency Evacuation Procedure is located in electronically in the TLCC network IMS Safety Procedures folder;
· Is included within the TLCC SMP, TLCC General Induction training manual and in Site specific induction training form; and
· Summarised steps are included in emergency evacuation plans displayed at sites where TLCC is PC.


Summary of contents:
REQUIREMENTS OF DUTY HOLDERS

TLCC DUTIES
· To ensure regular, scheduled testing of the emergency warning system
· To ensure trial evacuations are undertaken to test procedures and manage any issues.

ALL STAFF
· Should be aware of the procedures including the emergency warning system, emergency exits, and designated muster point.
· If Emergency Evacuation alarm is heard:
· To evacuate the building or site
· To leave immediately by nearest emergency exit
· To take any known visitors with and warn others along the way
· Proceed to assembly area
· Remain in assembly area until further instruction from warden or security staff
· To not re-enter building or site until given all-clear by warden or security staff.
· In case of fire and if safe to do so:
· To rescue any persons in immediate danger
· Raise alarm and to contact emergency services  and relevant security or warden personnel; and/or to break glass alarm if applicable
· To contain fire by closing doors on way to muster point
· To attempt to extinguish the fire if trained and safe to do so.
· In case of bomb threat to:
· Regard all as genuine.
· To take steps to safeguard personnel and property until formal investigation by authorities is completed
· To record all information re the threat
· To disclose to site personnel designated to deal with bomb threats
· Raise the alarm
· Stop and shut down equipment and operations
· Evacuate personnel to muster point or other safe area
· Never touch or interfere with a suspected bomb
· Do not use mobile phones, radios or any other equipment producing radio waves near a suspected bomb.
· In case of a suspect package:
· Do not open or handle package
· Ensure others stay clear of it
· Evacuate room and close all windows and doors to room
· Report to a director immediately
· Cover item, if possible with a box or other container, without touching it to contain contents
· Keep all associated package materials together
· Move away from item and ensure others don’t approach
· 
· In case of Violent Threat / Armed hold up / Assault:
· Co-operation and preservation of life is more important than intervention
· Don’t be heroic
· Try to remain calm, control emotions and any actions that may incite violence
· Obey offender/s instructions precisely
· Do not volunteer information
· Do not stare at offender/s – they may think you recognise them.  
· Remember, that many of these offenders may be under influence of drugs and may behave unpredictably and irrationally
· Tell the offender what you are doing and do not make any sudden movements
· Observe as much as possible (Offender clothing, accent and other distinguishing behaviours)
· Don’t touch anything which may have been handled by the offender
· Call police and any other relevant emergency services as soon as the offender/s have left the premises
· Keep witnesses present until police arrive.
· In the case of Civil disorder:
· Personnel whose work is affected may have to suspend operations while the event is being resolved
· Gather in areas where you can avoid contact with the demonstrators or danger


WARDEN DUTIES
· To follow steps on WHSEF-010 Emergency Evacuation checklist for Wardens
· Chief warden to assess emergency situations and to decide appropriate actions.
· In case of Civil disorder - Wardens & managers to ensure all external openings to site or building are closed and visual communications restricted by keeping personnel away from windows.  Close blinds or curtains if possible.  Also, locked doors or gates must not be left unattended in case personnel must evacuate.
· To complete Emergency Evacuation checklist; Emergency Evacuation Drill checklist; Fire and Evacuation Practice Record (at office only); Fire and Evacuation Instruction Record (at Red Hill Office only); and to nominate an observer to complete Evacuation Drill Observer checklist; 


INCIDENT REPORTING REQUIREMENTS

As described in duties and also relevant forms for reporting and recording are listed within the procedure with details of their application and the responsible persons.

FUNCTION/PURPOSE OF WHSIS

Applies to all employees and appointed wardens in the event of an emergency evacuation and makes provision for visitors in the event of an emergency evacuation.

WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

Drill, training and evacuation records and registers.


	· Systems
	Location of document:
TLCC Safety Management System resources are controlled in the TLCC network IMS folder and elements can be sent electronically to site in pdf format.  

System elements are distributed to site and made available as required in various ways.  For example:
· Forms, SDS, hazchem risk assessments, Procedures, guides and other generic and general resources are provided in a Safety folder issued to construction site supervisors, maintenance Team leaders, vehicle drivers, Project managers and plant operators; and 
· Project specific resources, including Project SMP, Site Specific Induction Training and SWMS are provided in hard copy to the site supervisor prior to the project works commencing.

For this exercise will use the TLCC SMP, as it covers and/or references all aspects of the TLCC Safety Management System for construction works.


Summary of contents:
REQUIREMENTS OF DUTY HOLDERS

PCBU

· TLCC WHS Policy is included in SMP – see “Policies” responses above;
· SMP Nominates various personnel to carry out duties and responsibilities required by PCBU.
· Assessing and eliminating risks to health and safety, so far as is reasonably practicable and if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable;
· Providing and maintaining a work environment without risks to health and safety; 
· Providing and maintaining safe plant and structures; 
· Providing and maintaining safe systems of work; 
· Ensuring the safe use, handling and storage of plant, structures and substances;
· Providing adequate facilities for the welfare at work of workers in carrying out work on behalf of TLCC, including ensuring access to those facilities;
· Providing any information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out on behalf of TLCC; and
· Ensuring that the health of workers and the conditions at the workplace are monitored for the purpose of preventing illness or injury of workers arising from the conduct of the business.


PRINCIPAL CONTRACTOR DUTIES
PC must:
· Assist employers and/or self-employed people at the workplace to discharge their workplace H&S obligations;
· Protect people at the workplace from exposure to risks arising from something provided for general use (i.e. common plant) at the workplace and a hazard for which no one else owes a workplace H&S obligation;
· Protect members of the public from injury or illness caused by work activities at or near the workplace;
· Provide safeguards and take safety measures as per regulation re principal contractors; 
· Provide Site Specific Induction training to all workers;
· Ensure people at the workplace comply with their workplace H&S obligations;
· So far as is reasonably practicable that the workplace, the means of entering and exiting the workplace and anything arising from the workplace are without risks to the H&S of any person;
· Ensure that signs are installed and are clearly visible that show the principal contractor's name and telephone contact numbers (including after hours telephone number) and the location of the site office for the project, if any;
· Prepare or supply a written SMP - Safety Management Plan for the workplace before work on the project commences;
· Inform persons working on the site of what is in the SMP - Safety Management Plan and that they can inspect it if they would like to;
· Review and revise the SMP - Safety Management Plan to ensure that it remains up to date;
· Ensure that each person carrying out construction work in connection with the project is made aware of any revision to the SMP - Safety Management Plan 
· Obtain SWMS for high risk construction work before the work begins;
· Keep a copy of the SMP - Safety Management Plan (and any revisions) until the project is completed or for at least 5 years if a notifiable incident occurs on the project;
· Ensure that a copy of the SMP - Safety Management Plan is readily accessible to any person who is carrying out construction work on the project and for as long as it is required to be kept, for instance if a notifiable incident occurs then the Safety  Management Plan must be readily accessible for 5 years;
· Manage risks to H&S associated with the storage, movement and disposal of construction materials and waste at the workplace;
· Manage risks to H&S associated with the storage at the workplace of plant that is not in use;
· Manage risks to H&S associated with the storage at the workplace of plant that is not in use;
· Manage risks to H&S associated with traffic in the vicinity of the workplace that may be affected by construction work carried out in connection with the construction project; and
· Manage risks to H&S associated with essential services at the workplace.
PC must consult and co-operate with contractors.  Contractors to ensure the provision and maintenance of:
· A safe work environment including managing remote or isolated work, storage of flammable or combustible substances, risks from airborne contaminants and hazardous atmospheres;
· First aid;
· Emergency response plans; and
· Personal protective equipment.

VARIOUS AND ALL PERSONNEL DUTIES 

Consultation between all site personnel is essential to ensure WHS compliance and effective implementation of legal requirements. The aim of consultation is to:
· Communicate health and safety initiatives, performance and requirements;
· Facilitate exchange of information;
· Allow workers or others to raise concerns with regard to health or safety;
· Seek and share points of view and suggestions; and
· Achieve solutions or outcomes which are agreed upon by all parties.  

· Where TLCC and their clients, contractors or contractors have duties or obligations in relation to the same matter or matters all parties will be required to consult, co-operate and co-ordinate to ensure the most effective solution is achieved. Records of consultation will be retained as appropriate.


In emergency events:
· First Aiders to perform any first aid duties required if safe to do so.
· Workers and Site Visitors to turn off equipment and prepare for evacuation & to perform any duties and follow any instructions as required by manager/s, supervisor/s and/or warden/s, if safe to do so.

CONSTRUCTION MANAGER / OFFICER RESPONSIBILITIES:

· Ensure that the PCBU provides and maintains everything for a safe and healthy workplace;
· Have an understanding of the nature of the operations of the organisation and generally of the hazards and risks associated with those operations; 
· Ensure notifiable incidents are reported to the regulator; and
· Have up-to-date knowledge of work H&S matters.

PROJECT MANAGER (with support of Contract Administrator):

· Identify project specific information required to create the Project Specific SMP
· Undertake a Pre-Project Risk Assessment to ascertain site requirements 
· Prepare SMP including updating as per site specific requirements and provision of the relative Forms, Registers, SWMS, SWPs
· Obtain relevant information regarding underground services from the Client or other sources where relevant
· Request risk assessments from each contractor and SWMS for high risk construction work from each contractor before work commences;
· Ensure a copy of this project SMP is submitted to the Client (if required) and is made available on site to be accessible to workers and/or inspector;
· Ensure that Safety Data Sheets (SDSs) are available on site for hazardous chemicals used on site;
· Be familiar with and enforce safety regulations applicable to the Company's operations;
· Instruct persons within his or her area of responsibility in job safety and insist on compliance;
· Ensure, by regular inspections, that no unsafe conditions exist on sites and report any corrective actions needed which are beyond their control;
· Ensure persons are adequately trained and are competent before they undertake work;
· Investigate incidents, injuries and near misses, obtain pertinent data, assist in reporting and implementation of corrective action;
· Consult regularly with workers on matters that may affect their work health and safety;
· Ensure all HOINs are reported to HSQ Advisor and Client within 24 hours of any events; and 
· Provide leadership on safety management.

The Project Manager is supported by the Contract Administrator.
The Project Manager holds sufficient authority and independence to:
· Make changes to the Project Specific SMP and other documentation;
· Identify, record and report any incidents and/or non-conformances
· Initiate solutions to the incident and recommend controls and preventative actions
· Stop the works and/or close the site down, if such a decision becomes necessary, in order to maintain safety of workers
The Project Manager Reports to the Construction Manager / Director and manages reporting to HSQ Advisor, Clients and other project stakeholders.
The Contract Administrator reports to the Project Manager.

SITE FOREMAN / SUPERVISOR RESPONSIBILITIES:

· Ensuring that TLCC project works are undertaken in accordance with statutory WHS requirements, permits, licenses and the Project SMP
· Obtain risk assessments, SWMS and other relevant information from contractors.  File with the Safety Management Plan 
· Ensure TLCC WHS, Quality and Environmental policies are displayed at the site office and/or container;
· Erect and monitor site signage as required;
· Ensure current SWMS are available while high risk construction work is being performed;
· Ensure adequate first aid equipment is available on site;
· Ensure that safeguards and proper personal protective equipment are used by workers on site as per minimum site requirements, SWMS and Work Permits;
· Ensure that hazards are identified; risk assessments performed and those risks are satisfactorily controlled;
· Ensure all workers sign onto the WHSEF-022 Daily Pre-start Risk Assessment Toolbox Talk form  and visitors onto same form or the site Visitor Register;
· Keep visitors to the site safe by communicating known hazards and providing a site inducted escort as required;
· Ensure that workers and contractors undergo the site specific induction training and they are trained in site specific requirements and information.
· Where TLCC is PC, ensure that PC responsibilities and obligations are met;
· Sight evidence of general construction induction and ensure workers have current qualifications/licenses to complete their works.  If TLCC is PC, license / ticket details shall be recorded on WHSEF-031 site specific Induction forms;
· Supervise workers and contractors;
· Monitor the use of SWMS to ensure that workers perform work as therein. If the work is not conducted in accordance with the SWMS, stop work immediately or as soon as it is safe to do so, review with workers and implement correct work method. NOTE: this may involve amending the SWMS.  Notify the Project Manager if work method instructions or SWMS are not being followed;
· Conduct daily checks of the work environment and record on the WHSEF-022 Daily Pre-start Risk Assessment Toolbox Talk form.  Submit completed forms regularly to HSQ Advisor;
· Enforce safe housekeeping practices throughout the project;
· Review and amend the Safety Management Plan and SWMSs when changes occur and as required. Relative changes to be communicated to workers and Principal Contractor;
· Maintain required records in accordance with the SMP - Safety Management Plan;
· Conduct regular tool box talks, prepared by HSQ representative.  Additional site specific toolbox items should be recorded on the WHSEF-022 Daily Pre-start Risk Assessment Toolbox Talk form.
· Provide adequate work instructions and supervise performance of workers;
· Work Permits:  normally required for following works:  asbestos removal, WAH >2m, demolition, hot works, confined space entry, live works, demolition, Crane Lifts and excavation >2m.
· Where TLCC is PC - authorise and issue to works outside of our direct control.
· Where another is PC – Apply for Permit to Work with PC;
· Ensure that chemicals on site are recorded on the SDS Register  and accompanied by a Safety Data Sheet.  Also that a Risk Assessment is completed for any Hazardous Chemicals.  Copies to be supplied to the Principal Contractor. 
· Monitor the use of plant and equipment on site and update Plant and Equipment Register;
· Assist the Project Manager in identifying, assessing and applying controls regarding any potential hazards that may arise;
· Supervise Contractors to ensure construction activities are carried out accordance with the SMP - Safety Management Plan; and
· Ensure HOINs are reported to Project Manager asap and written report submitted to office – HSQ Advisor - within 24 hours of events.
The Site Foreman Reports to the Project Manager and to Principal Contractor Site Supervisor
Site Supervisors (other than foremen) report to their Foreman and/or Project Manager.
Site Foreman holds sufficient authority and independence to: 
· Identify, record and report any incidents and/or non-conformances;
· Initiate solutions to the incident and recommend controls and preventative actions; and
· Stop the works and/or close the site down, if such a decision becomes necessary, in order to maintain safety of workers.  This action shall be immediately reported to Project Manager.

In the event of an injured worker requiring rehabilitation and return to work management:

· To immediately notify the Rehabilitation and Return to Work Coordinator of injury either by phoning or faxing the injury report or WorkCover documentation.
· To actively assist the Rehabilitation and Return to Work Coordinator in identifying and co-ordinating suitable duties. 
· To adjust workplace procedures and rosters to enable successful implementation of the suitable duties plan. 
· To monitor the injured worker's progress in relation to suitable duties.
· To generally offer support and encouragement to any injured worker.



HSQ ADVISOR RESPONSIBILITIES:

· May be consulted in relation to Work Health and Safety, Training and Workplace Rehabilitation items;
· Prepares and issues Suitable Duties Programs for workers that have been injured at work and where work restrictions apply;
· Assists in development of Project Specific Safety Management Plan in consultation with Construction management, workers, contractors and sub-contractors;
· Assist Project Construction Team as required;
· Provide advice, support and technical assistance to the Project Construction Team;
· Review and revision of the SMP - Safety Management Plan to reflect any changes to work practices, legislation and/or codes of practice;
· Maintain TLCC Legislation Register;
· Monitor effectiveness of the Safety Management System
· Report any relative findings and/or CARs to the site Foreman, supervisor and/or Project Manager;
· Follow up on any Corrective Actions required via HOINs, Audits and/or Site Inspections, until closed out;
· Facilitate any ISO external Audit/s on site.   HSQ Advisor and/or Site Supervisor shall accompany the auditor while on site;
· Ensure Investigations have been carried out for all relative HOIN events;
· Provide training to TLCC workers regarding relevant HOIN events and actions – so that all may learn from them. 
· Provide relative Industry and weather alerts to Site Foremen and supervisors;
· Maintain currency of TLCC safety and training registers and to make available to others as relevant and as required; and
· To provide regular toolbox training to field staff using WHSEF-045 Toolbox form.
· Monitor changes in legislation to ensure ongoing compliance;
· Provide IMS update notifications to relative personnel;
HSQ Advisor is authorised to:
· Make changes to the SMP;
· Report any notifiable incidents to the regulator (following advice from TLCC Director)
· Require all employees to comply with the provisions of the Project SMP and may issue any reasonable directions to that effect; 
· Nominate preventative actions in the event of an incident and to consider and investigate any suggestions from stakeholders towards System improvement; and
· To close out HOINs and any other corrective actions required.
HSQ Advisor reports to the Office Manager and Construction Manager.

WORKERS RESPONSIBILITIES:

· Take reasonable care for his or her own health and safety;
· Take reasonable care that his or her acts or omissions do not adversely affect the health and safety of others;
· Undertake their works in conformance with the Project Safety requirements;
· Read, understand and abide by the safety rules applying to their works
· Comply with safe working practices;
· Assist with the preparation of SWMS by contributing ideas and experience to proposed control measures;
· Work according to SWMS  which cover their area of work. Sign relevant SWMS to verify you have been trained in the SWMS;
· Participate in site inductions and tool box talks. Sign relevant documentation to verify this training;
· Participate in pre-start warm up stretches;
· Hold a General Construction Induction Card and be able to produce it if asked;
· Not perform any work which they are not licensed or authorised to perform;
· Obtain a work permit (authority) to perform asbestos removal, Work at Heights >2m, demolition, hot works, live work, confined space entry and/or excavation;
· Report immediately regarding unsafe acts, practices or conditions whether resulting in an incident or not; 
· Co-operate with incident, injury or near miss investigators and assist in identifying causes, corrective and preventative actions;
· Wear protective clothing or equipment as required or as directed; and
· Ensure that within the worker’s work location, machinery and items of protective equipment or safety guarding are in a safe working condition.

Workers report to their Foreman and/or Site Supervisor.

Injured worker responsibilities if injured and requiring rehabilitation/ return to work management:

· To apply for Workers' Compensation, this may include completion of a Claim Form.
· To advise their doctor of the availability of workplace rehabilitation.
· To ask their doctor to complete a Work Capabilities Checklist (if required).
· To actively participate in workplace rehabilitation. 
· To maintain communication with the employer/Rehabilitation and Return to Work Coordinator about relevant issues related to their compensation claim. 
· To complete a WorkCover Injured Worker Authorisation form to allow the employer/Rehabilitation and Return to Work Coordinator to discuss progress with medical practitioner.

Co-workers to workers undergoing rehabilitation / return to work management:

To generally offer support and encouragement to injured workers.  Note that bullying, discrimination and harassment is not acceptable behaviour.


TLCC REHABILITATION AND RETURN TO WORK COORDINATOR:

· To develop, coordinate and monitor workplace rehabilitation strategies for injured workers, including developing suitable duties plans in consultation with injured workers undertaking rehabilitation.
· Where possible and on behalf of the employer, to ensure rehabilitation for a worker is coordinated with and understood by supervisors and co-workers.
· To keep a file for each worker undertaking rehabilitation and to ensure confidentiality of both verbal and written information. The file is to include any relevant documentation for instance case notes, medical certificates, receipts and correspondence.
· To liaise with workers, medical practitioners and management with regard to rehabilitation and workers compensation claims management. 


TLCC CONTRACTORS

Before commencing work on a TLCC project contractors are required to:
· Undertake risk assessments on work to be performed on the project; 
· Create a Project specific SMP - Safety Management Plan including Safe Work Method Statements (SWMS) and any relevant Codes of Practise for high risk construction work to be performed;
· Submit the above information before commencing work; 
· Contractors and their employees will display evidence of General Construction Induction cards and any licenses relative to their work; 
· Contractors and their employees are to undergo a site-specific induction;
· Obtain required information from TLCC on underground service work and use this information when establishing control measures if applicable. 
Requirements Whilst Working on a Project:
· Contractors and their workers will follow all safety directions of their own, the client and TLCC, including the requirements of the TLCC SMP - Safety Management Plan;
· Contractors and their workers will follow the control measures directed in their submitted Company SMP - Safety Management Plan and SWMS;
· Contractors are responsible for ensuring that their workers are trained and competent in the work they are performing; 
· Contractors are responsible for supervising the safety of their workers and ensuring that they and their workers follow safe work systems such as SWMS whilst doing high risk construction work;
· Contractors are responsible for ensuring that their workers are aware of the risks and control measures involved in the tasks undertaken;
· Ensure current SWMS are available while high risk construction work is being performed;
· Amend SWMS if there is a change to how the high risk construction work will be performed including any changes to control measures;
· Contractors are responsible for conducting tool box talks with their workers on SWMS and Work Instructions as directed in this SMP;
· Contractors and their workers are responsible for reporting any incidents to the TLCC Project Manager regardless how small; 
· Contractors and their workers are responsible for reporting any hazards and/or faulty equipment to the TLCC Project Manager; 
· Contractors and their workers are to be mindful of the health and safety of others around them, including other tradespersons and the general public; 
· Contractors are responsible for providing appropriate first aid for themselves and their workers as necessary on site;
· Obtain a work permit (authority) to perform asbestos removal, demolition, WAH >2m, hot works, confined space entry, live work and/or excavation;
· Ensure that chemicals are not brought onto site without notifying the TLCC representative, providing a copy of a current SDS and risk assessment for hazardous chemicals; 

CONTRACTORS & SUPPLIERS:

All subcontractors and suppliers shall be responsible for:
· Undertaking their works conforming with the Contract and Project WHS requirements
· Supplying product that conforms with the Contract and Project safety  requirements
· Meeting their WHS obligations as per legislation.

CONSULTANTS:

External consultants may be appointed to assist the Project Manager to carry out monitoring, as required and where monitoring capabilities are not available in-house. This monitoring may be in addition to and separate from any monitoring required for Safety Management purposes.

Consultants, whilst conducting their work on site, shall:
· Undertake their works conforming with the Contract and Project WHS requirements;
· Supply services that conforms with the Contract and Project safety  requirements; and
· Meet their WHS obligations as per legislation.

INCIDENTS & REPORTING REQUIREMENTS

WHS Notifiable incidents:
WHS Act requires the notification of:
· The death of a person;
· A serious injury or illness of a person; and/or
· Dangerous incidents.

These incidents will be reported to the regulator by the Directors or HSQ Advisor by telephone, email or in writing. The notification must include the information details approved by the regulator. 

Normal incident reporting and investigation procedures will also apply.

If a death occurs notify the Police immediately and do not disturb the incident scene.

Records of notifiable incidents will be retained for at least 5 years after the event.

Construction manager / Director to ensure notifiable incidents are reported to the regulator.

HSQ Advisor to notify TLCC Director of any notifiable incidents immediately after notice has been given.

HSQ Advisor to report any notifiable incidents to the regulator (following advice from TLCC Director)

SITE IS NOT TO BE DISTURBED following a Notifiable Incident, unless a prescribed reason to disturb it exists:
· To assist an injured person
· To remove a deceased person
· Essential to make the site safe or to minimise the risk of a further notifiable incident
· Associated with a police investigation
· A WHSQ inspector has given permission – may be given in person or by a phone call.
All incidents:
· Personnel training to include incident reporting requirements.
· Project Manager to ensure all HOINs are reported to HSQ Advisor and Client within 24 hours of any events and to assist in reporting
· Site supervisor/foreman to ensure HOINs are reported to Project Manager asap and written report submitted to office – HSQ Advisor - within 24 hours of events.  Also, to stop works and/or close site down, if such a decision becomes necessary, in order to maintain safety of workers; and to report this action immediately to PM.

General reporting applicable to all HOINs is as follows:
· Report immediately to TLCC Foreman or site supervisor 
· TLCC Foreman or Site Supervisor to report to Principal Contractor Site Supervisor and TLCC Project Manager
· TLCC Project Manager shall ensure client, HSQ Advisor, client and other stakeholders are notified as required
· TLCC Site supervisor to ensure written Incident Report is submitted to TLCC Office within 24 hours of the event (WHSEF-013 – HOIN Report OR Written Statement with relative incident details)
· In the case of any notifiable incidents, HSQ Advisor to report to TLCC Director who will ensure the incident is reported to the regulator.

HOIN reporting & Procedures:
Minor Injuries, Incidents and Near Misses
Dangerous work practices or work conditions are reported to the TLCC Site supervisor and the Principal Contractor Site Manager/Superintendent as soon as possible, following the incident.  Client (if different to Principal Contractor) is to be advised as soon as possible following the incident and no later than 12 hours following the incident.
All incidents and near misses regardless of how small must be reported to the TLCC Site supervisor and the Principal Contractor Site Manager/Superintendent. The TLCC Site supervisor in consultation with the person reporting i.e. an injured worker and any other relevant persons will complete a WHSEF-013 Hazard, Observation, Incident or Non-Conformance form.  HOIN Register will be updated by HSQ Advisor.
A complete investigation will be undertaken in the event of a moderate, high to extreme risk incident occurring within the TLCC operation.  WHSEF-026 Incident Investigation Report may be used to record the investigation.
If a person requires first aid treatment they will, where possible notify the nominated first aid officer directly, if not possible the Site Manager will arrange for suitable treatment.
If no further treatment is required the worker may return to work.
Serious Injuries
If the injury is serious, activate the relevant emergency notification system and call 000. While first aid personnel are responding, have someone stay with the injured worker and ensure the surrounding area is safe. 
· The first person at the scene to follow the DRSABCD Action Plan -
D	Danger
R	Response
S	Send for help
A	Airway
B	Breathing
C	CPR
D	Defibrillation
· If mechanical or electrical equipment is involved, isolate first.
· Ring “000” to advise ambulance, fire brigade and police if necessary. State the nature of the emergency and if special equipment is required to lift or lower the injured person from the incident site.
· Do not hang up the phone until the emergency personnel has directed you to do so, they may require extra information.
· Organise a person to go to the site entrance/s to guide Emergency Services to the nearest access point to the patient.
· Notify the injured worker’s next of kin.
· Communication systems should not be used for any other purpose until the emergency is over.
· Injured person to be transported via Ambulance or other means to receive additional treatment.
· Notify the TLCC Site supervisor as soon as possible.
· Principal Contractor Site Manager/Superintendent is to be advised as soon as possible and not more than 12 hours following the incident.
· Notify Company Project Manager and HSQ Advisor as soon as possible by phone on of the incident. 
· The TLCC Site Supervisor, in consultation with the injured worker and any other relevant persons will complete a WHSEF-013 Hazard, Observation, Incident or Non-Conformance form.  HOIN report is to be supplied to Project Manager and HSQ Advisor within 24 hours of the incident occurrence.  The HOIN Register will be updated by the HSQ Advisor.
· Where relevant, a full investigation will be conducted.


FUNCTION/PURPOSE OF WHSIS

The SMP has been developed with the purpose of:
· Detailing how our Company will discharge our obligations for managing health and safety on the project;
· Defining responsibilities relevant to the project;
· Communicating project specific requirements to workers, contractors and other interested persons; 
· Detailing how contractors will be managed; 
· Identifying and managing key Work Health and Safety risks and establishing realistic project objectives and targets;
· Complying as a minimum, with all applicable laws and regulations;
· Integrating WHS management into our project and planning processes complying with the WHS requirements of Client’s project sites;
· Providing employees with the training and resources required to fulfil their WHS responsibilities;
· Engaging with our stakeholders regarding our current and planned activities and responding to their concerns in a transparent manner;
· Clearly defining the WHS roles and responsibilities of project personnel involved in the construction of the project; 
· Communicating the intent of our Commitment to our contractors and suppliers; and
· Monitoring, reviewing and periodically auditing our WHS performance.


WHS INFORMATION NECESSARY FOR EFFECTIVE WHS MANAGEMENT

Project Risk assessment to be completed to identify project hazards, conditions and other requirements.


Site to have available:
· Hard copy of current revision Project SMP
· Licences, permits and approvals applicable to project
· Registers relative to works
· Safety folder – containing emergency numbers, generic forms, register templates, procedures, information, SDS & register, haz-chem risk assessments, High Risk works Permits and other resources.
· SWMS copy (copy to PC also)
· Emergency Evac Plan, Policies, Medical / first aid information, Emergency Muster Point, Project details & contacts, Site office, and other signage required to be displayed at site.
· TGS or TMP if Traffic Control applies to site
· Site facilities’ requirements
· Site security and access information
· Site specific induction training
· Permit requirement information
· Procedures for various events
· Project reporting structure established and trained
· Project information – drawings, specs, reports, etc.
· Rehabilitation & return to work information
· Information on Legislation relative to works
· Risk Management system and resources
· Toolbox training
· Work Activity training
· Licence, training and ticket requirement information and records of worker competencies
· Review and monitoring records 
· Equipment and plant manuals, check, test and maintenance records & register information
· Other requirements depending on site works to be carried out 

Site Foreman / Supervisor is responsible for maintaining required records in accordance with the SMP.

Daily monitoring records required may be kept on Daily Prestart document or a register may be commenced and kept on site.

Once project is completed site safety records to be returned to TLCC office. 

Records of Notifiable incidents will be retained for at least 5 years after the event.

Records of consultation will be retained as appropriate.









	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Describe the use and operation of the WHSIS:
· Identify the WHSIS users you would consult with to determine requirements of the WHSIS.
· Describe which aspects of the WHSIS each user would need to access.
· What training, advice and support could you offer to users to assist with using the WHSIS more effectively and to meet their WHS responsibilities and objectives?
· Name workplace factors that may impact on the design, development and use of the WHSIS. 
· Consider the impact of language, literacy and cultural factors.
· Provide recommendations for dealing with such factors.




	Consulting WHSIS users

	In determining the requirements of the WHSIS, I would consult with all stakeholders involved or likely to be affected by the works carried out on site as per the following table:

	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	Training – general principals
	To cater for diversity and special training needs
	All Site personnel Relative to the training and/or their representatives or supervisors to check if anyone has any specific training needs (ie: can’t read or speak English; hearing difficulty, needs diagrams to understand, etc)
	Anyone conducting training on site to be made aware of various requirements or training challenges.
	Can offer various modes of training as required and could conduct checks (verbal or written questionnaires, other feedback, etc) to ensure all understand training.
Adjust method to suit when any issues are identified.

Provide interpreter if required.

Use posters if able for visual training aid.

Give practical examples and/or demonstrations of training so that all can relate to the topic.

	Project Risk assessment
	Identify project hazards and how to manage any risks
	Project Manager to discuss assessment findings relative to my workgroup works and any other workgroup works that may affect my workgroup.  Also, for any work permits and other requirements.  To get acceptance for any SWMS required and to discuss any other needs in relation to the planning and preparation for the works. 

With my workgroup and other workgroups that may be affected to review and revise as necessary.

Any consultants or specialists to get advice on any relative requirements identified in the assessment and that may be required to complete works. 

Any members of the public that may be affected by site works.
	Available for Regulator inspection if requested and for other site personnel.

PCBU & Management




	Include identified hazards and related requirements in Site specific induction training to let all site personnel know of any items that may affect their works.

Toolbox training and/or reminders in prestart meetings of hazards & requirements; and notice of when any high risk works are due to commence and how they might affect other work groups on site.

Display a program and/or notices on notice board highlighting when any high risk works will be in progress on site.

Work group SWMS training so that all workers are aware of the hazards identified, risk, controls and review of controls. 


	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	SMP
	Safety management and resource for safety information
	With my workers to discuss and decide whether the plan meets our work needs and to ensure understanding of aspects related to our works. 

HSQ Advisor and or PM to discuss any issues and/or revision required to meet my workgroup safety needs. 

PM to review, revise if required and to authorise the SMP for project use.
	All project personnel to be able to access current revision on site.

Any site revisions to be provided to PCBU & Management

	Advice in the Site specific training of SMP existence, purpose and location.  

Give a practical example of when it may be referred to and show where it can be located.

Provide exercises where workers need to find information relative to their work in the SMP, so they can experience its value.

	Licences, permits and approvals
	Permit to work may be required prior to high risk works commencing and will detail any conditions that must be met.

Licences, Approvals and other Permits may be required to complete works.

	Check with PM for project requirements and advice on obtaining any required permits, approvals and /or licences.

Check with HSQ Advisor and/or PM re any Federal, state or local council requirements (ie:  night works or lane closures that may need approval and permit)

Apply to relative authorities as required prior to works commencing.

Advise relative works Personnel of the requirements and make arrangements for conditions to be met prior to works commencing
	Any site personnel completing related works or that may be affected by the works.

PCBU & Management

Any relative inspectors requesting to view them.
	Prior advice to my work group and any work groups related to the works so they can plan and implement any conditions and requirements prior to works commencing.

Advice in the Site specific training of existence, any restrictions and conditions, for works they are related to and location of records if required.  




	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	Registers
	To record multiple items and as a quick reference for such items.  For example: Site Induction Register to log all personnel inducted to site.
	With PM in the case of a register requirement that needs to be developed.

With my work group and other work group supervisors to determine information that needs to be collected on the registers and to make arrangements to collect data and input it.

With my workgroup to review and carry out random checks  to ensure that all items that need to be, are on registers and that any tests or checks due have been carried out.  
	PCBU & Management

Workers and workgroup supervisors may need to access to check when testing or other items are due or current; for worker training records; or other information. 

Regulator and other inspectors on request. 
	Site specific training and/or trained to relative work group supervisors, who can make their workers aware as required.

	Safety Folder resource
	Contains generic form and register templates, procedures, guides. SDS, SDS register, hazchem risk assessments and other resource information.
	PM and or PCBU to advise specific requirements or of updates needed.

With work group to discuss any additional resources that would help them with their work.
	Work group members and other work groups if they do not have required resources.

PCBU & Management to carry out any maintenance/ checks and/or updates required.
	Let workgroup know where folder is and it’s purpose.

	SWMS for high risk works
	Risk management of high risk works
	Discuss with my workers and any work groups that may be affected by the works to determine and site specific requirements or additional hazards identified, get advice from experienced persons and to decide on suitable controls.

With PM to seek acceptance for any revision of the SWMS.

Specialists and 
Service providers (eg: if ground penetrations come within 5m of their UG services - to check on any special requirements).
	Workers involved in the works and others that have similar works and/or that may be affected by the works.

PCBU & Management
to have current and copy of all revisions, prior to works commencing.

Regulator inspector on request. 
	Toolbox training for my workgroup and any others related to the works, to review (and revise if required), and sign off on the training and to agree they will carry out the works as per the SWMS, prior to works commencing.

Check they are following the controls throughout works and review the controls with them to check they are working and/or if works can be made safer.

	Site Safety Signage
	To provide safety information to all site personnel and others that may be affected by the site works.
	Discuss any requirements with my work group and Manager.

May need to discuss supply and placement of signage with PCBU, Manager and/or other workgroups on site.
	All person that may be at risk to be able to view the signage.  
	Site specific induction training and/or workgroup training (if no others will be affected by hazard) to warn them of hazard and any controls.

Site specific induction training for signage locations that affect all site personnel.  

Letter drop and/or meeting with any residents or businesses that may be affected by the works. 

	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	TGS or TMP
	Traffic control plan if required
	Discuss needs, if any with PM and/or PCBU and to make arrangements if required.

Traffic Control contractor – to design and provide plan and supply controllers and signage.

Council bodies and Police to check on lane closure permits and permissions if required.

My work group and other work groups, to check if any works will affect traffic and to determine if a TGS or TMP is required.

Advice to Delivery drivers and traffic controllers so they can plan for any deliveries.
	TGS or TMP displayed on site for all Personnel to view while Traffic control is in progress.

Regulator inspector or other authorities on request.

Traffic controllers and plan set up crew to have access for setting up and monitoring.

PCBU & Management

	Site specific induction training to include traffic control, if any and to describe conditions and rules.

Can also be discussed at daily prestart meetings – reminders, expected deliveries and any related issues.

	Site facilities and access
	Site Personnel facilities
	Discuss any issues or special needs with work group and PM

PCBU to discuss any additional needs and/or where facilities may interfere with my workgroup’s works. 
	All site personnel to have access to site facilities

PCBU & Management to have copy of any records

	Site specific induction training to all site personnel to advise on locations, availability and any conditions of use.

	Site security and access information

	So all site personnel will be aware of how to best access site and at what times.
	With my workgroup to discuss any need for special parking or security requirements and/or gate key to access site AH and to ensure they understand that security needs to be maintained to prevent access by unauthorised persons.

To PM and/or PCBU if anything required or to seek permission to do AH works.

Local residents to advise re works and any AH work that may affect them and check with local council re any restrictions applicable if AH work is required.
	All site personnel 

PCBU & Management

Persons outside the site – so they know access is restricted and who to contact re any issues.

	Site specific induction training to all site personnel 

Information on site noticeboard.

Local resident and business letter drop or meeting if any site works may affect them.

	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	Site specific induction training
	To train all site personnel re site specific conditions, procedures and other information.
	Discussed with work group prior to arrival on site so they will know what to bring and minimum PPE requirements, etc.

With council and/or other authorities re any specific requirements that may involve them (ie;  if close to rail line, Qld Rail may need to be consulted to check on any conditions to be met)

With PM to discuss requirements and to arrange any additional information to be included in site specific training.
	All personnel carrying out works on site and/or attending site (unless they are visiting site and are accompanied by a site inducted person), are to complete the training.

Records to remain accessible on site to managers, PCBU and any relative inspectors.
	Advice on site requirements, to all work group – verbal and/or email - prior to arriving on site.

Site specific training given on arrival at site and prior to any works being conducted.

Any reminders and/or issues can be toolbox trained or discussed at prestart meetings.

	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	Procedures
	So that there is a set procedure in place for common activities 
	Discuss any that affect workgroup works with the workgroup.

Any issues can be discussed with PM.
	All site personnel, or the work group if specific to them.

Management and PCBU
	Site specific induction if applicable to all site personnel or work group toolbox training if only applies to them.

	Project reporting structure & procedure
	So all personnel will know who to report to, how to report and in what timeframe
	Discuss with work group to ensure their understanding of the requirements and who to report to.

Discuss with PM to check if client or other stakeholders have any special requirements.

Ensure local residents and businesses that may be affected by my workgroup works, know who to contact if any issues.
	All site personnel to know and to follow procedure.

Local stakeholders to be advised and have access to site contact if required.

Management and PCBU
	Included in Site specific training.

Structure and contact details displayed on site noticeboard. 

Contact details, including AH number, added to signage external to site
 for local stakeholders.



	Project Information – Dwgs, plans, specs, reports, etc
	For works planning, set up, installation, etc. 
	Discuss access, queries and any issues with PM and/or PCBU.

Discuss with PM and workgroup prior to arrival on site re relative works, planning and resources required to complete the works safely.

Any consultants or professionals required for safety testing or monitoring.

Suppliers to order any materials required and to advise on any safety requirements.
	All site personnel involved in planning, supervision, works and safety of workers.

Management & PCBU

Regulator inspector on request
	Location and access advised in site specific training.


Work group toolbox training on any safety related items prior to works commencing.

	Rehabilitation & return to work information & resources
	So workers and their supervisors will know how to manage if applicable
	Discuss with work group and ensure they are aware of our Rehabilitation and return to work officer is and their responsibilities if they require to be put on a plan or how to deal with others who are on one.  Give advice on resources available.

If any of my work group are injured and require rehab or return to work plan, I would discuss with the worker, the PM and PCBU.

	All site personnel that may be injured at work, including their supervisors to have access to information.

Management and PCBU to have any records.


	TLCC general induction training.
At Site Specific induction training if relative to all site personnel.

Advertised on site for relative workgroup reference as required.

Additional training and advice to workgroup if an injury occurs.

	Legislation information
	So all site personnel are aware of the legislation applicable to their works
	Discuss duties and work requirements with my workgroup to ensure their awareness and understanding of legislation requirements applicable to their works, 
prior to works commencing.

With local authorities if local laws may be applicable.

	All site personnel should receive training and know how to access the legislation and which legislation is applicable to their works.

PCBU & Management for any related records
	Duties and site specific requirements to be included in site specific induction training.

Work specific legislative requirements to be toolbox trained to work group – can be covered in SWMS training and review.

All site personnel to have completed construction industry safety induction training and to provide evidence at site induction.  


	Risk management system & resources
	To provide a standard risk management system that facilitates hazard identification, risk assessment, control applications and review of controls.
	Discuss with workers to ensure practical and user friendly and they understand how it will apply to our work group works and how to complete assessments
	All site personnel 

Management and PCBU

Regulator Inspector on request
	Include risk management training with SWMS training review and sign off.

Toolbox training topic

	Toolbox training
	To provide training to workers and others regarding information relative to and/or about their works.
	Discuss with workers to identify any training needs.

Discuss with PCBU, other work groups and/or PM to see if other groups can benefit from the training and for any assistance in producing a Toolbox or to source information relative to the training.
	All personnel with works relative to the topic, or who may be affected by the works topic should receive the training.

Management and PCBU

Regulator Inspector on request 

	Deliver and discuss with relative personnel at a pre-arranged meeting.

Noticeboard for reference, if applicable to current works.



	Work activity training
	For works other than high risk works that may have hazards to H&S associated with the works.
	With work group and other groups involved or affected by the works to discuss needs and content.

With PM and/or PCBU to check that risk and controls are adequate for the type of works.
	All site personnel involved in the works or that may be affected by the works.

Management and PCBU

Regulator Inspector on request
	Toolbox Training delivered at a pre-arranged meeting with relative work groups or personnel and prior to works commencing.

Site or workgroup noticeboard for current works.

	WHSIS Aspect
	Purpose
	Consultation to Determine requirements
	User access required
	Training, advice and support options

	Competency training – VOCs, and other ticket and licencing requirements for works
	Competency training required re legislative requirements and relative to works required to be carried out.

VOC to check skill level is appropriate for the task or work type to be completed safely.
	With the workers to determine experience, knowledge of the task and any training gaps.

With person competent in the VOC task to carry out the VOC checks.

With Trainers to discuss training needs and options and to organise any required training.

With PM and/or PCBU to get approval for training required.
	Management and PCBU

Regulator Inspector on request


	Advise trainer of any training challenges that may exist.

Advise trainee of training arrangements.

Ensure training takes place prior to works requiring the competency,

Any VOC training to take place on site with trainer and competent person carrying out the VOC.

	Monitoring and review & records
	To check compliance with WSIS and to gauge any issues or recognise any opportunities for improvement of the system
	Discuss with workers and PM re any non-compliances observed; reports; re information required to complete reports and suggestions for improvement. 

	Findings should be shared with all site personnel whose works could benefit from them. 

Management and PCBU

Regulator Inspector on request
	Toolbox training with relative site personnel.

Non-conformance notice issued if applicable.

Some records could be displayed at the site to inspire or train all to work more safely.

	Equipment and plant manuals, checks, testing and maintenance requirements and records, including register
	Required by legislation and for carrying out maintenance and checks, PPE requirements and how to operate safely.
	Discuss and check with work group operators and drivers to determine requirements and/or non-conformances.  


Add to work group specific registers and give information that needs to be added to any site registers to Management.
	All site personnel involved with equipment operation, maintenance and monitoring.

Management and PCBU

Regulator Inspector on request
	Requirements included in site specific training. 

Anything relative only to my work group can be toolbox trained to them or discussed.

	Record maintenance and management
	To collect records applicable to works and to report on them towards review, any corrective and preventative actions and for continuous improvement of system.
	Discuss with workers re work group records.

Discuss with PM re site records and any contributory data/records from my work group.
	Management and PCBU


Regulator Inspector on request 
	Toolbox training where report data will improve or be of relevance to workers.

	Monitoring records facilities
	To record and carry out monitoring or testing
	Discuss any work group monitoring / testing applicable to us and whether personal records (if any) can be shared with others.

With PM and/or re Project requirements
	Workers or consultants carrying out the testing or monitoring and work group supervisor to check done and results.

Management and PCBU

Regulator Inspector on request 

Others if the monitoring or testing is a permit or other requirement.

NOTE: Health records for individuals cannot be shared with others unless written permission is obtained from that individual. 
	Toolbox training re procedures, resources, general results and any non-conformances and any actions required.

	Notifiable incident reporting
	Reporting to regulator in the case of a notifiable incident
	With the workers to determine what happened, any contributory factors and immediate actions and to sort protection from disturbance of the incident site for investigation purposes. 

With emergency services if applicable.

With the PM & PCBU to report the incident and decide who will report to regulator.

Witnesses and self, with the regulator to report, and inspector that attends site re incident details and investigation. 
	Management and PCBU

Regulator Inspector 

All site personnel involved in the works or that may have been affected or may benefit from the information.

NOTE: Exceptions would be any personal information unless permission has been received from that person to allow it to be distributed. 
	Toolbox training to all Site Personnel and all TLCC sites to provide feedback on the incident, contributory factors, immediate actions taken to make safe, preventative measures and other information so that all can learn from the experience.

	HOIN reporting 
	To report hazards, observations, incidents, non-conformances and near misses and to ensure all persons that need to know get told and/or receive a copy of the HOIN written report, all within determined timeframes
	With the work group to ensure they understand the reporting requirements.  

With PM and/or PCBU to discuss any HOINS and preventative measure arrangements / actions required.
	Management and PCBU

Regulator Inspector on request 

NOTE: Exceptions would be any personal information unless permission has been received from that person to allow it to be distributed.
	Site specific induction training.

Toolbox training if more detailed training required and/or to provide information on any corrective and preventative actions in the case of HOIN.

	H&S Committee Election
	To facilitate election of H&S Committee within 2 months and associated requirements, if requested by 5 or more persons, or a safety rep and/or required to improve communications on H&S issues
	With workers to get nominations for representatives and to select work groups.

With the nominated reps to check they agree to become representatives.

With PM and/or PCBU to arrange election and facilitate any training and other requirements.

With regulator inspector if agreement cannot be reached regarding election of H&S Committee within the time frame of 2 months; and for assistance.
	H&S Committee and reps to have access to H&S information with the exception of any personal items, unless that person has given written permission for them to access their personal information.

All site personnel 

Management and PCBU

Regulator Inspector on request

	Training and time to enable H&S committee members to fulfil their role is to be facilitated.

Site toolbox training re committee election results, responsibilities and how to deal with any issues.

Site or relevant work group meetings with the committee to relay information regarding safety.





	Design, development and use of WHSIS

	Name workplace factors that may impact on the design, development and use of the WHSIS:

Workplace Commitment to WHS:

· Non-supply of feedback to PCBU (eg:  near miss occurs and is not reported or new hazard is observed and not reported, nor risk managed.).  If the events are not risk managed they may recur to the same workgroup and to other workgroups.  By not reporting them, the PCBU will not be given the opportunity to improve the system to make it safer for all workers.

Educate workers to fully appreciate the worth of the WHSIS.  Give them examples to demonstrate the importance of reporting and examples of the negative effect non-reporting can have.  Ask them for feedback to improve the system and what would make it easier for them to report.  Incorporate their feedback into the system to encourage them to participate and to build their self-worth.  Issue non-conformance notices to deter non-reporting and issue good feedback and/or reward for participation.


Staff Needs, for example:

· Learning challenges (Poor hearing, numeracy, literacy, etc), language barriers, cultural diversity and other issues could cause risk to the health and safety of affected workers and others working with them, if not addressed satisfactorily.  Could create a breakdown of communications within the work group, dangerous situations and more.

These circumstances should be recognised by supervisors, other workers and the affected workers.  PCBU should also have a system in place to identify and address them – eg:  at initial company general induction, consultation with the work group and the worker, etc.  This should identify what the issue is and could lead to better understanding all round.  Even if some people with learning difficulties get through without detection, various modes of training should be provided, as all people learn better in various ways – some relate better to practical training or reading, rather than verbal delivery of training.

Examples of actions that could make a difference would include:
· Offer various modes of training – verbal, written, diagrams, mix of practical and theory;
· Use quizzes or tests to determine level of understanding and whether further training is required for some or all trainees;
· Encourage discussions and ask questions to determine level of understanding;
· In practical training, demonstrate how things should be done, what can go wrong and how to complete the task safely; prior to getting trainees to carry out the task.  Give them feedback and actively listen to their feedback to better identify training results;
· Adjust training mode if feedback indicates lack of interest, understanding, etc.  
· Provide interpreter if required for where there is a language barrier;
· Use posters, videos and printed handouts, in addition to other methods, so workers can review the training and refer to it;
· Give practical examples, the workers can relate to, to support training topics;
· Offer smaller training groups, one on one training, particular gender trainer and training group, or whatever makes workers able to train in a way that suits their circumstances;
· Provide cultural training to all workers so they can better identify with, respect, understand and relate to those with different cultures.  

Organisational Structure, for example:

· PCBU may not include adequate provision for WHS management/supervisors/Officer or other key positions related to H&S.  Shortcomings could cause delays in processes and monitoring, which are important towards continual improvement of the WHSIS.

This could be identified and rectified by reviewing the system and updating the organisational structure to meet current H&S needs and requirements.

Available resources, for example:

· PCBU may be under resourced, so that reports, non-conformances, non-compliances, etc are not followed up on within a reasonable time, if at all.   This could lead to a breakdown of the system and make it less safe for all workers.  May also contribute to poor morale and a lack of commitment to the system by all personnel. 

PCBU has a duty of care to ensure that feedback Is given to workers in a timely way.  PCBU should increase resources and/or change the system to suit capabilities and to meet its obligations.

Required Level of Security, for example:

· Security to certain parts of the WHSIS could cause restrictions for some workers, supervisors and/or others that may need to have access from time to time or for certain elements of the system to carry out their work effectively and safely.

With consultation processes in place (meetings, discussions, surveys, etc with system users); evaluation of information gathered should identify what actions would be required to make the information or resources easily available to all that may need it.  

Also, if one workgroup request something that is difficult to access, this should be identified by the PCBU as being a challenge for all or some other workgroups and that an action or actions need to be implemented to make it more easily accessed (eg: move the item to a shared resource drive or folder; provide a hard copy in Supervisor Safety folders; or other means of distribution.)






	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	The WHSIS supports job roles in a number of ways:
· Consider the role of the WHSIS with regards to hazards and risk management. 
· What information might a WHSIS hold to assist with recording data collected about hazards and risks? Who should receive such information and in what timeframe? What legislation needs to be considered when recordkeeping (e.g. privacy, secure storage of data)?
· What information might a WHSIS hold with regards to previously reported hazards and risks? 
· How can such data be used to evaluate WHS performance and identify areas for WHS improvement? Who should be consulted as part of this analysis? Is this an on-going requirement?
· Consider the role of the WHSIS with regards to industrial relations.
· What information might a WHSIS hold to assist with industrial relations matters (e.g. grievance procedures)?
· What legislation should be referenced in such information?
· Consider the role of the WHSIS with regards to equal employment opportunity.
· What information might a WHSIS hold to assist with equal employment opportunity matters?
· What legislation should be referenced in such information? 
· Consider the role of the WHSIS with regards to workers’ compensation and rehabilitation. 
· What information might a WHSIS hold to assist with workers’ compensation and rehabilitation matters?
· What legislation should be referenced in such information?




	Hazards and risks

	Consider the role of the WHSIS with regards to hazards and risk management. 

What information might a WHSIS hold to assist with recording data collected about hazards and risks? 
· Current Information & resources on legal and other requirements (external and internal) and changes
· Consultation records (ie: toolbox talks, meetings, etc)
· Consultation arrangement records
· Reporting Procedures, including timeframes for reporting and who to report what to
· WHS Performance (Audit & review results, including Management reviews and Analysis or WHS Information)
· Audit program
· Reports (incident, system failures, Hazard observations, Near misses, hazard ID/risk assessment, Corrective/preventative actions, Statutory, measurement and evaluation, planning, etc)
· Investigation reports and management procedure
· WHS Document and information filing procedure, Control, retention, maintenance, etc
· Organisational Structure Chart
· Duties and responsibilities for all Personnel
· Training & Qualification records
· Product information
· Policies
· Internal Standards and Operational Procedures and processes
· Registers (HOIN, Plant and Equipment testing and calibrations, Audit, Document, Training, Aspects & Impacts, etc)
· Evidence and records of follow-up actions
· Equipment, plant and vehicles inspection and maintenance records, manuals and calibration records
· Emergency plans & drills – site and office
· Permit to Work information and records
· Procedure for confidential business information & personal information relating to employees.
· Contractor & Supplier H&S information
· Purchasing & product information
· High risk construction works that require SWMS &/or Work Permits
· What resources are available for further information that may be required and how to access them
· Checklists and other forms to record information on and to use as a guide
· KPIs – positive and negative performance indicators
· Management plans
· Health monitoring records
· Return to work / rehab plans


Who should receive such information and in what timeframe? 
· Workers (including contractors and their workers) and other  persons at the workplace – to receive information and training necessary to protect all persons from harm arising from work; in a timely manner; and as per any consultation procedures agreed to by the PCBU and workers;
· PCBU Managers & Officer/s need information within timeframes to enable review, provision of timely feedback and consultation with workers and other stakeholders; to meet reporting deadlines in the event of Notifiable incident/s; to be able to keep the WHSIS current; to maintain understanding of its operations and associated hazards and risks; to ensure PCBU is best able to eliminate or minimise risks to H&S; to be able to identify training and monitoring needs; and to meet other obligations in relation to H&S;
· If workers are represented by a H&S representative, consultation must involve that representative;
· Regulator must be notified immediately after becoming aware of a notifiable incident arising out of the conduct of the business or undertaking (must be by fastest possible means – phone & written within 48 hours if required or in writing) and Regulator must provide PCBU with details of the information received or an acknowledgement of receiving the notice, where given by phone.
· WHS inspectors must have access to records as per the legislation (made available on worksites).

What legislation needs to be considered when recordkeeping (e.g. privacy, secure storage of data)?
· Privacy Act – in managing personal records and other sensitive information (medical certificates, etc) - will need permission from the individual to be able to share it with other stakeholders.
· [bookmark: _GoBack]WHS legislation (including WHS Act, WHS Regulations & Codes of Practice) – regarding Duties, Responsibilities, types of records and information, reporting timeframes, training, keeping secure records, etc – regarding information necessary to protect all persons from risks to their H&S arising from work carried out on behalf of the PCBU. 
· Other H&S legislation (ie:  Electrical Safety Act and Regs for any electrical works).
· Australian Standards, where applicable – Offers a systematic approach to WHSIS Management System that can contribute to H&S actions and with emphasis on continual improvement of the system.
· Industrial Relations legislation – regarding workers’ compensation, rehabilitation and return-to-work programs; equal employment, bullying, harassment, etc.

What information might a WHSIS hold with regards to previously reported hazards and risks? 
· Incident & Near Miss Investigations findings – contributory factors, root cause of incident, corrective and preventative actions, injury details, Evidence, SWMS, etc;
· Notifiable incident reports, records and evidence
· ACM Register and records
· Project records – SWMS, Risk assessments, records, permits, etc
· Hazards observation and non-conformance reports - corrective and preventative actions;
· Statistics showing data that can be compared to current records and that would indicate positive and negative trends in WHS performance and highlight areas that could use improvement;
· Confidential and sensitive information – access and distribution would be restricted depending on permissions and security;
· Evidence of consultation (meeting minutes, reports, surveys, emails, records of discussion, etc)
· Internal reviews, inspections, reports, checks, audits, etc.
· Analysis reports
· Follow up & Corrective actions completed
· Information from the WHS Regulator and other external sources - reports, audits and inspections, reviews, other feedback
· Other external stakeholder (consultants, specialists, clients, principal contractors, trainers, etc) reviews, audits inspections, reports, checks, etc.
· Training records
· Health monitoring information
· Plant and equipment records.
· Subcontractor records, certificates of currency, worker training records, performance reviews, etc
· Worker numbers and work hours information
· Worker performance reviews
· Internal and external Inspections, checks, reviews, audits and analysis records
· High risk works undertaken


How can such data be used to evaluate WHS performance and identify areas for WHS improvement? 
  
· Statistics showing data that can be compared to current records and that would indicate positive and negative trends in WHS performance.  It could highlight areas that could use improvement and/or may show where additional training in an area may have been ineffective due to no decrease in incidents of a particular nature that was targeted for improvement previously;

· Positive and Negative measurements could be set, measured to show areas where improvement is required (ie:  High level of manual handling injuries could indicate that more training in that area is required or that Hazardous Manual Handling SWMS’ controls need to be reviewed and revised, etc.)  

· It should be used in the review process and used to identify whether preventative actions taken have been effective or not.  If not, further actions may be required and should be determined.

· Reviews of the information at different levels may show different types of areas needing improvement and on a larger or smaller scale.  (eg:  Management review would be broader based and would look at the company as a whole and may compare to industry averages; and a workgroup supervisor may carry out review for the workgroup only and may use different performance indicators than Management.)

· They could indicate a drop in worker consultation and rise in incidents, which would indicate that more or improved consultation needs to take place and/or more effective training.



Who should be consulted as part of this analysis? Is this an on-going requirement?
· All users of the WHSIS should be consulted about their needs from the system and kept up to date on current information.  This consultation is an on-going requirement to continually feed information into the WHSIS to keep it current.




	Industrial relations

	Consider the role of the WHSIS with regards to industrial relations.
What information might a WHSIS hold to assist with industrial relations matters (e.g. grievance procedures)?
· Grievance procedures
· Worker compensation procedure
· Return to work and Rehabilitation (RTW&R) plans
· RTW&R duties and responsibilities
· RTW&R contact details
· Medical records
· Violence, bullying, discrimination & /or harassment in the workplace
· Suggestions on how to best deal with violence and harassment in the workplace
· Personal safety when working alone and/or isolated areas 
· Counselling services & resources available
· Workers subjected to threat or intimidation
· Managing personal information
· Guidelines on welfare of workers, work conditions and productivity

What legislation should be referenced in such information?
· Fair works Act & Regs
· Legislation specific to the matter (ie: Age discrimination Act)
· Workers' Compensation and Rehabilitation Act 2003
· Workers' Compensation and Rehabilitation Regulation 2014






	Equal employment opportunity

	Consider the role of the WHSIS with regards to equal employment opportunity.

What information might a WHSIS hold to assist with equal employment opportunity matters?

· Bullying, discrimination and harassment information
· Grievance procedure
· Suggestions on how to best deal with discrimination, violence and harassment in the workplace 
· Counselling services & resources available
· Managing confidential information
· Diversity and Equal Employment Opportunity (EEO) Policy
· Definitions of Diversity and EEO
· Legal and other requirements re EEO
· Guidelines on employing staff fairly and benefits of diversity in the workplace



What legislation should be referenced in such information? 

· Fair works Act & Regs
· Legislation specific to the matter (ie: Age discrimination Act)



	Workers’ compensation and rehabilitation

	Consider the role of the WHSIS with regards to workers’ compensation and rehabilitation. 

What information might a WHSIS hold to assist with workers’ compensation and rehabilitation matters?
· Worker compensation procedure
· Return to work and Rehabilitation plans & Management
· Roles & responsibilities of injured worker, Rehabilitation and return to Work Co-ordinator, supervisors and co-workers
· Monitoring records, timeframes & Parameters
· Medical records
· Counselling services & resources available
· Managing personal information

What legislation should be referenced in such information?

· Workers' Compensation and Rehabilitation Act 2003
· Workers' Compensation and Rehabilitation Regulation 2014
· Fair works Act & Regulation
· Privacy Act






	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	As with the data contained within the WHSIS, it is important to monitor, evaluate and improve the WHSIS itself:
· How would you, as the workgroup supervisor, facilitate the review process? 
· Outline processes for monitoring the effectiveness of the WHSIS.
· Who should be consulted to determine how frequently reviews should occur?
· Explain how users can assist to monitor, evaluate and improve the WHSIS. 
· What records need to be kept to show consultation has taken place?
· How can recommended WHSIS improvements be implemented?
· What processes should be implemented to ensure that information within the WHSIS is current?
· Name the individuals/parties within the workplace management structure who would be involved with implementing change?
· What training should occur when information changes?
· What records need to be kept to provide evidence of compliance with legislation? 




	Monitor and evaluate

	As the workgroup supervisor, I would facilitate the review process by:

· Checking the SMP, SWMS, Legislation and other system resources WHSIS requirements for a Work Group Supervisor, including Reviews, timeframes, inspections, checks, duties and responsibilities; and ensuring they are carried out.  For Example SMP includes following:
· Ensuring project works are undertaken in accordance with statutory WHS requirements, permits, licensed and Project SMP
· Obtain risk assessments, SWMS and other relevant information from contractors and file with SMP
· Ensure WHS Policy is displayed on site
· Ensure PPE and safeguards are used, maintained, fit for purpose and worn by workers on site and meet minimum requirements
· Ensure all workers sign onto Daily Prestart Document and Toolbox training forms and visitors onto visitor register
· Keep site visitors safe by communicating known hazards and providing site inducted escort
· Where TLCC is PC, ensure PC responsibilities and obligations are met
· Supervise workers and contractors
· Monitor use of SWMS, stop work as soon as safe to do so, review work methods and controls and notify Project Manager 
· Conduct daily checks of Work environment and record on Daily Prestart form
· Enforce safe housekeeping practices
· Review and amend SMP and SWMS when changes occur and as required.  Changes to be communicated to workers and PC.
· Maintain records in accordance with SMP
· Conduct regular toolbox talks 
· Provide adequate work instructions and supervise worker performance
· Work Permits requirements met
· Ensure chemicals on site are recorded on SDS register and SDS available.  Risk assessment available for hazardous chemicals and controls appropriate to their use available on site.
· Monitor use of plant and equipment on site and keep plant and equipment register current
· Supervise contractors to ensure construction activities are carried out in accordance with the SMP
· Ensure HOINs are reported to PM asap and written report to office within 24 hours
· Report to Project Manager and PC site supervisor
· Identify, record and report any incidents and non-conformances
· Initiate incident solutions and recommend controls and preventative actions
· Stop works and/or close site down if such a decision becomes necessary, to maintain H&S of workers.  This action shall be reported immediately to Project Manager.

If in doubt about any of the requirements and/or I required additional resources, I would discuss with Project Manager and/or PCBU and/or request they conduct a review on my performance to check any shortcomings and provide opportunity for improved performance.

· Asking questions and holding informal and formal discussions with my workgroup, to determine whether they understand H&S matters concerning their works.   

Any negative indicators would mean that more effective training needs to be implemented.  I could try different training methods and techniques to suit any training challenges and/or get advice from my manager or other workgroups. 

· Asking my workgroup for advice and how they think H&S can be managed better and other suggestions for improvement.  I would share my views if encouragement to participate was required or as a starter to get the ideas flowing. 

Any issues and/or improvements raised that need to be resolved and actioned at management level and/or that would benefit other workgroups, would be passed onto Management, along with preventative action suggestions, for review and any actions.  

I would write up a record of discussion or put it in writing by email to provide a record of consultation with workers, other workgroups, management and myself.   

I would make recommendations for Safety Awards for such contributions by my workgroup, so that workers would get company-wide recognition for their input and contributions towards continuous improvement.  This would encourage others to become more pro-active in offering advice based on their experience and knowledge.

In cases where the suggestions only relate to my workgroup, I would get the workgroup to discuss and agree on a solution/control, write that down and get all to sign it, to show commitment and provide copy to PCBU and manager for records.

· Involving my workgroup in risk management processes (eg: get them to carry out worksite risk checks; complete HOIN reports for any hazard observations, incidents, near misses and non-conformances; whether SWMS are being followed and are effective controls in high risk works; etc, to increase their understanding of risk management and to get an indication of their level of understanding and to highlight any additional training gaps.

· Ensuring PCBU supplies timely feedback on issues concerning or raised by my workgroup and relating that to my workgroup and inviting discussion on any actions and any additional actions they believe could improve the system.

· I would hand in completed Safety Documentation that does not need to be kept on site and other information in a timely manner, so that the PCBU can analyse and report on them in a timely manner. 

· I would encourage my workgroup to participate in site audits, reviews and inspections carried out in their work area, so they will better understand requirements and the need to keep records of H&S matters and to document risk assessments, etc.

· During toolbox training and meetings with my workgroup, I would encourage discussion and worker participation by asking questions - for ideas, for issues, for solutions and any other H&S feedback or information on our work activities; by offering suggestions to resolve any issues; and by asking their opinions of various matters.

· I would carry out an internal survey on and/or get workers to trial new documents and for them to provide feedback on its effectiveness.  I would pass on details to PCBU to process and consider.

· I would report any non-conformances and non-compliances to PCBU and make suggestions on the management and any preventative measures that may be taken.  I would follow up with PCBU re feedback and actions, if it is not dealt with in a timely manner.

· I would carry out emergency drills in my work area.  I would first consult with Manager and other work group supervisors to see if they want to participate in the drill also.

· If any contractors working with my workgroup, I would review their performance and would report to PCBU on positive and negative indicators, so they can make informed decisions on future contractor selection.

· Drawing on historic information to detect trends, shifts and shortcomings or failures in the WHSIS that affect the H&S of my workgroup and others that may be affected by our works; and letting management and PCBU know of any detected issues or noticeable improvements that may improve our system.

· I would carry out surveys to gauge and training requirements, site facilities and other H&S items and provide results to manager and PCBU.

· I would regularly provide PCBU with my workgroup’s safety statistics to contribute towards current records.


Our SMP and Standards require us to keep records as evidence of consultation having taken place – so any and all records of consultation would be provided to the PCBU, including emails, relevant diary notes, H&S records, Records of conversation, review reports, monitoring records, etc.


	Implementing improvements

	Processes that should be implemented to ensure information within the WHSIS is current would include:

· Regular training by toolbox talks, meetings, informal and formal discussions, noticeboard posters, newsletter or other to all Personnel and Contractors that their improvement ideas, H&S concerns, Hazard ID, etc are valued and give examples of where same has led to system improvement. Also, for information received, actions taken and how they contribute to improvement of our H&S system. 

· SMP and other training to include suggestions/processes of how to contribute and best participate in keeping the information in our WHSIS current.

· Monitoring, reviewing and auditing of sites, WHSIS documents and plans, periodically, to gauge and report on our WHS performance to management, who normally make system decisions and changes towards improvement.

· Timely provision of information to all system users.

· Regular checks and reminders re testing, maintenance and calibrations due on vehicles, plant and equipment.

· SDS checks for currency and requests to suppliers, PCBU or manager for current records and risk assessments for hazardous chemicals.

· Regular reporting to PCBU on any new hazards identified and controls put in place, to keep management up to date. 

· Pass on any identified issues or comments that stakeholders external to my workgroup have made to myself or my workgroup re H&S issues, so that PCBU can act on them and/or include in WHSIS.

· PCBU should report on statistics and other H&S items of interest and of relevance to all or certain groups of its employees, contractors and suppliers.

· PCBU should report back to employees and other stakeholders in a timely manner.

· In all instances, I would report feedback to PCBU and/or my manager, asap, so that they can be analysed and measures put into place to improve the system.  If no timely response from PCBU, I would follow up on progress and feedback from PCBU and report back to my workgroup re same, get their opinions and feedback on any actions and report them too.  


What records need to be kept to provide evidence of compliance with legislation?

All records need to be kept – as evidence of risk management, reviews, actions, improvements and consultation having taken place.  Evidence of consultation is not required by legislation, however, it is recommended and our SMP requires that we keep evidence of it.

Types of evidence may include:
· Records of conversations (by email, form or report) and/or other feedback regarding improvement suggestions, ideas and issues
· Non-compliance or non-conformance reports
· Hazard Observations
· Training records
· Monitoring reports
· Toolbox records
· Prestart check records
· Risk assessments
· Inspection, review, HOIN, investigation and audit reports.





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	· The function and purpose of a WHSIS includes which of the following? Select all that apply.
☒ 	To document and communicate WHS and other relevant policies, procedures, processes and systems
☒ 	To facilitate keeping track of legal requirements and compliance
☒ 	To facilitate and support consultation and participation
☐ 	To provide a system that is for management use only
☒ 	To provide an easy way to put information back into the system

	☐

	· Which of the following types of WHS information may be obtained from a WHSIS? Select all that apply.
☒ 	JSA, SWMS and SDS
☒ 	Incident reports 
☒ 	Internal and external inspection results
☒ 	Safety manuals for plant and tools 
☒ 	Rehabilitation and return-to-work programs 
☒ 	Records of meetings (e.g. training, consultation) 

	☐

	· Which of the following factors may impact on a WHSIS? 
Select all that apply.
☒ 	Workplace commitment to WHS (including management)
☒	Organisational structure (e.g. size, multiple sites, shift work)
☒ 	Required level of security for WHSIS (e.g. access security level)
☒ 	Available resources
☒ 	Staff profile (e.g. language, literacy, numeracy, cultural diversity)

	☐

	· WHSIS users should be consulted to assist with designing, developing, monitoring, evaluating and improving the WHSIS. 
☒	True
☐ 	False

	☐




	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

	· Work with others to determine WHSIS requirements from:
· Legislation
· Workplace policies, procedures, processes and systems
· Consulting with WHSIS users
	☐

	· Support a user to access WHSIS to obtain the following forms and determine if they are current copies from the regulator:
· Incident notification form
· Hazardous chemicals health monitoring report  
	☐

	· Outline the legislated reporting requirements for the forms (e.g. time requirements for submission to regulator).
	☐

	· Work with others to evaluate WHSIS and offer feedback including:
· Improvements for identified issues, ensuring legislative and organisational requirements are met
· Requirements for review processes (e.g. frequency, method, scope)
· Prevention strategies (e.g. training needs)
	☐

	· Present improvements and prevention strategies to duty holders (e.g. PCBU or Trainer/Assessor) for implementation.
	☐

	Name of observer
	

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

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	




PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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