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ASSESSMENT FOR BSBWHS408

	Student name
	Kylie Glass

	Date of assessment submission
	5/06/2019


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	· Services provided by contractors
	ACTIVITY 1 Workbook response (below)

	· Policies, procedures, processes, systems, practices and activities
	A. Workbook response (below)

	· Legislative requirements
	B. Workbook response (below)

	· Developing, implementing and evaluating improvements
	C. Workbook response (below)





ACTIVITIES

For the following activities, name a workplace that you wish to examine. 

	Name of workplace
	Calty Constructions




	· 

	· Identify two (2) on-site services that may be supplied by contractors to your workplace. For example:
D. Labour hire and temporary workers
E. Cleaning
F. Catering
G. Security
H. Maintenance
I. Repairs
J. Installations and alterations 
· Explain the context, situation and arrangement of how these services are provided.
· Identify one (1) document that would support the contractor’s contract
K. Explain where contracts and other relevant contract documentation would be found.




	Name of Service 1

	Plumbing Installation

	Context, situation and arrangement of how service is provided

	Calty Constructions engages plumbing contractor to complete all plumbing works for construction of new home.
The project manager will contact plumbing contractors and request quote for supply of plumbing services as per the scope of works. 
When supply the quote the plumbing contractor must also provide information and documents such as:
· Certificate of currency for public liability and Workcover insurance
· Safe work method statements (SWMS) for works to be completed
· confirmation of their adherence to the project safety management plan
Upon being awarded the works, the plumbing contractor will be issued a contract which both parties must agree to and sign. 

	Supporting document and location

	The agreement is finalised and documented using Master Builders contract: Subcontract Agreement – Basic, Contractor to Subcontractor.
This template is available for purchase by Master Builder members from the Master Builders website.  Once this is done, we can populate all required information in the document and send to the subcontractor for signing.
A signed copy of the agreement is stored in a secure location on our company server.




	Name of Service 2

	Office Cleaner

	Context, situation and arrangement of how service is provided

	A cleaner is engaged to clean the head office rooms once a week.  The cleaner comes in after hours and cleans the office space, lunch room and toilets.
The cleaner issues an invoice to Calty Constructions for payment at the end of each month.
The cleaning contractor provides their own cleaning products and equipment.

	Supporting document and location

	No formal subcontract is written for these services; however, a verbal contract has been made.
Invoices for cleaning services are submitted electronically each month and stored in a secure location on the company server. 




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Identify and describe the requirements of each of the following within your chosen organisation, with regards to contractor WHS arrangements:
(a) WHS policy
(b) WHS procedure
(c) WHS process
(d) WHS system
(e) WHS practice and activity (i.e. common practice that is not outlined in one of the above documents) 




	Name of WHS policy

	Workplace Health & Safety Policy

	Requirements

	Calty Constructions is committed to providing and maintaining a safe and healthy workplace for all workers, including contractors.  Hazards and risks to health and safety will be eliminated or minimised, so far as reasonably practicable.




	Name of WHS procedure

	SWMS Checklist

	Requirements

	Prior to submitting their SWMS to Calty Constructions for review the subcontractor must perform a checklist to ensure that their SWMS meets requirements.
The checklist is submitted along with each SWMS.





	Name of WHS process

	Contractor Pre-Start Process

	Requirements

	Prior to their commencement with Calty Constructions, contractors are required to submit, read, complete and comply with the Contractor Pre-Start Process.  This includes:
· Read and comply with the safety management plan in place
· Develop site and task SWMS for their works
· Provide copies of SDS for all chemicals they intend to use on site
· Test and tag their electrical tool every 3 months
· Ensure their workers have their white/blue card
· Provide copies of licenses and competencies for workers who are in control of plant
· Provide all applicable company information, including copies of insurances.





	Name of WHS system

	Workplace Health and Safety 

	Requirements

	The goal of the safety system is to prevent the risk of injury and illness to the individual (employees, contractors and public).  This is done by ensuring compliance with the WHS Act 2011, and having systems and processes in place to ensure continued evaluation and improvement to safety systems in the workplace.




	Name of WHS practice and activity

	Daily pre-start meeting

	Requirements

	Each day on each of the project sites that Calty Constructions workers attend, a daily pre-start meeting is held and documented.  All Calty Constructions workers are to attend, as well as any contractors on site that day.  The pre-start meeting is a forum where the site supervisor can advise all stakeholders the state of the site that day, what hazards to look out for, where the exclusion zones are located, what trades are on site etc.
All workers and contractors sign the attendance sheet to confirm they were at the pre-start meeting. 




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	Identify one (1) of each of the following document types which addresses contractor arrangements and where such documents can be found:
· Act
· Regulation
· Code of practice
· Standard
· Guidance publication

Identify a relevant excerpt or requirement from each document that assists with determining whether contractor arrangements within your nominated workplace (i.e. policies, procedures, processes, systems, practices and activities) are compliant.



Example:
	Name and location of Legislation (Commonwealth or State)  

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

	Relevant excerpt/requirement for determining compliance

	Section 7: A person is a worker if the person carriers out work in any capacity for a PCBU, including work as a contractor or subcontractor




	Name and location of Legislation (Commonwealth or State) 

	Work Health & Safety Act 2011 (Qld) 
Found at: https://www.legislation.gov.au/Details/C2017C00305

	Relevant excerpt/requirement for determining compliance

	Section 46 – Duty to consult with other duty holders
If more than 1 person has a duty in relation to the same matter under this Act, each person with the duty must, so far as reasonably practicable, consult, cooperate and coordinate activities with all other persons who have a duty in relation to the same matter.




	Name and location of Regulation 

	Work Health and Safety Regulation 2011
Found at https://www.legislation.gov.au/Details/F2011L02664


	Relevant excerpt/requirement for determining compliance

	301 – Safe Work Method Statement – copy to be given to principal contractor
          A person conducting a business or undertaking that includes carrying out high risk construction work in connection with a construction project must, before the high-risk construction work commences, ensure that a copy of the safe work method statement for the work is given to the principal contractor
302 – Review of safe work method statement
          A person conducting a business or undertaking must ensure that a safe work method statement is reviewed and, as necessary, revised if relevant cotrol measures are revised under section 38. 




	Name and location of Code of Practice

	Work health and safety consultation, co-operation and co-ordination Code of practice 2011
Found at: https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0020/58205/WHS-consultation-coop-coord-COP-2011.pdf

	Relevant excerpt/requirement for determining compliance

	1.1 Who has duties in relation to consultation, co-operation and co-ordination?
The broad definition of a ‘worker’ under the WHS Act means that you must consult with your employees plus anyone else who carries out work for your business or undertaking.  You must consult, so far as reasonably practicable, with your contractors and sub-contractors and their employees, on-hire workers, volunteers and any other people who are working for you and who are directly affected by a health and safety matter.




	Name and location of Standard

	AS/NZS 4801 Occupational health and safety management systems
Found at: https://infostore.saiglobal.com/en-au/Standards/Product-Details-116036_SAIG_AS_AS_242514/?ProductID=116036_SAIG_AS_AS_242514

	Relevant excerpt/requirement for determining compliance

	1.4.1.2 Responsibility and accountability
The organization shall define, document and communicate the areas of accountability and responsibility (including those imposed by OHS legislation) of all personnel involved in the OHSMS’s operation.

Where contractors are involved, these areas of accountability and responsibility shall be clarified with respect to those contractors.

The organization’s top management shall appoint a specific management representative(s) who, shall have defined roles, responsibilities and authority for:
a) ensuring that OHSMS requirements are established, implemented and maintained in accordance with this Standard; and
b) reporting on the performance of the OHSMS to top management for review and as a basis for improvement of the OHSMS.





	Name and requirement of Guidance Publication

	Contractor management: Guidance for commonwealth PCBU’s
Found at: https://www.comcare.gov.au/__data/assets/pdf_file/0013/200506/05298_CMG_Contractor_management_v2.pdf

	Relevant excerpt/requirement for determining compliance 

	All PCBU’s have duties to do what is reasonably practicable to ensure the health and safety of workers and others while they are at work in the business or undertaking. This doesn’t change when the PCBU engages other parties to do work for it such as contracting workers/cleaners/maintenance people/electricians/consultants/minor construction works (such as office fit outs) or major construction.
 
The PCBU might engage these people because they are better skilled and trained to do the work required. There are legal decisions that accept a PCBU (or principal) which engages a contractor to do specialised work may satisfy its health and safety obligations by the act of engaging that contractor. However, there are steps (within the terms of reasonably practicable) that the PCBU (or principal) must take to ensure work health and safety. 

The PCBU won’t necessarily have the sole responsibility for health and safety requirements in these circumstances. The person a PCBU engages (contract in) will have responsibilities as a worker and may be a PCBU in their own right (including a sole trader) who will be subject to the health and safety laws of their relevant State or Territory. This means they (also as a PCBU) have similar obligations to a Commonwealth PCBU to not put workers and others at risk to health and safety from the work they do. This is termed shared or concurrent duties and both PCBU’s need to ensure consultation, co-operation and co-ordination of activities are undertaken (see sections 12B and 46 of the WHS Act).




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	· 

	For the purpose of improving contractor arrangements in your workplace, you are to develop a report (in the following structure), which evaluates current contractor practices and outlines improvements.

· INTRODUCTION
a) Outline the background of your company, its role and purpose 
b) Briefly identify the role of contractors within the organisation (e.g. services provided)
c) Identify what you wish to achieve by conducting a review and evaluation of current WHS arrangements for contractors

· CURRENT PRACTICES FOR CONTRACTORS
d) Describe two (2) contractor arrangements in place at your organisation and how/where they are outlined.
e) Identify the organisation’s WHS policies, procedures, processes and systems with regards to contractors.

· LEGISLATIVE REQUIREMENTS
f) Outline contractors’ WHS duties under the legislation
g) Identify contractors’ WHS rights under the legislation
h) Explain contractors’ WHS obligations under the legislation

· REFLECTION ON BEST PRACTICE
i) Identify examples of best practice in industry
j) Compare best practice with current practice
k) Identify areas for improvement

· RECOMMENDATIONS
l) Propose improvements to address needs, explaining how they would meet best practice and/or legislative requirements
m) Identify how proposed improvements could be implemented
n) Outline how improvements could be evaluated for effectiveness 

· CONCLUSION
o) Explain the importance of WHS to your company
p) Identify contractors’ varying WHS duties, rights and obligations under the legislation
q) Express the importance of improving practices


TIPS:
r) Use the report template (below) and elaborate on the points above.
s) Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
t) Be sure to refer to supportive documents specifically (e.g. section numbers of legislation, reference best practice and WHS information and data) so that the reader could refer to the legislation for more information if they wanted to.  





	2 INTRODUCTION

	Calty Constructions is a construction company based on the Sunshine Coast QLD, specialising in:
· Commercial roofing, cladding and façade
· Commercial carpentry
· Residential construction
· Commercial construction

Calty Constructions has been in operation under the direction of Gordon Clements since 1991 and has earned a reputation for being a stable, reliable company with a proven history of efficient project delivery, accurate cost planning, outstanding workmanship with a “can do” attitude.

Calty Constructions currently employees approximately 50 team members, however this number can increase dramatically depending on the size and number of projects and contracts running at any particular time.

Team members consist of apprentices, qualified tradesmen (carpenters and roofers), labourers, site supervisors, management and administration staff, among these being a number of younger and older workers.

On its residential projects Calty Constructions engages local contractors to complete trade tasks.  This is because they are better skilled and trained to do the work required.
Such contractors include: plumbers, electricians, painters and plasterers.

A review and evaluation of current WHS arrangements for contractors should identify WHS obligations and best practices, and highlight areas requiring improvement.  

	3 CURRENT PRACTICES FOR CONTRACTORS

	Calty Constructions does have some practices currently in place for the management of contractors.  These include:
1. Contractor Prestart Form
This form is to be given to all contractors when requesting them to quote for a project.  The form outlines what the contractor is expected to comply with, and submit, regarding safety, and covers items such as:
· Safe Work Method Statements
· Chemical and Safety Data Sheets
· Electrical test & tagging
· WHS Construction Induction training
· Plant operator licenses
· Insurance details
2. SWMS Checklist
The SWMS Checklist must be completed by the contractor prior to them submitting their task specific SWMS.  The checklist helps to ensure that the SWMS complies with current legislation and Calty Constructions requirements.
Calty Constructions WHS policies, procedures, processes and systems that are currently in place are:
· WHS Policy
· WHS Management System
· WHS Management Plan – project specific
· Contractor Prestart form
· SWMS Checklist – Subcontractor
· Contractor SWMS Review Register
· Site Induction – Contractor
· Daily prestart / toolbox talks 


	4 LEGISLATIVE REQUIREMENTS

	All PCBU’s have a duty to do what is reasonably practicable to ensure the health and safety of workers and others while they are at work in a business or undertaking. 
Contractors have duties under the WHS Act 2011, and they include:
Section 17 – Management of risks
A duty imposed on a person to ensure health and safety requires the person – 
a) to eliminate risks to health and safety, so far as reasonably practicable; and
b) if it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as reasonably practicable.
Section 19 – Primary Duty of Care
(1) A person conducting a business or undertaking must ensure, so far as reasonably practicable, the health and safety of – 
a. workers engaged, or caused to be engaged by the person; and
b. workers whose activities in carrying out the work are influenced or directed by the person;
while the workers are at work in the business or undertaking.
Section 46 – Duty to consult with other duty holders
If more than 1 person has a duty in relation to the same matter under this Act, each person with a duty must, so far as reasonably practicable, consult, cooperate and coordinate activities with all other persons who have a duty in relation to the same matter.
Section 47 – Duty to consult workers
(1) The person conducting a business or undertaking must, so far as reasonably practicable, consult, as required under in this division and regulation, with workers who carry out work for the business or undertaking who are, or likely to be, directly affected by a matter relating to work health and safety.

Under the WHS Act 2011 a contractor, whilst a PCBU, is also a worker and is owed duties by the person conducting a business or undertaking.
Workers have a right to refuse to undertake unsafe work.  
Workers have a right to be consulted in the workplace when decisions are made regarding their health and safety.  
Workers also have the right to be represented for their views on any health and safety issues in the workplace.

A contractor’s obligations are outlined in various sections of the WHS Act, and include:
· to eliminate or reduce risk, so far as reasonably practicable, and to develop procedures as to how this it to be achieved
· to inform the WHS regulator of all serious incidents, injury or fatality within the workplace
· allow those members with WHS entry permits access to enter to workplace
 to consult with workers and outline a process as to how this will occur

	5 REFLECTION ON BEST PRACTICE

	It is best business practice to call upon expertise in order to have works completed at a high standard by a licenced professional in that trade, as such Calty Constructions will continue to engage contractors for tasks such as plumbing and electrical, excavation etc.
Whilst we can rely on the expertise on others to complete the works, it does not absolve Calty construction of its WHS duties.  
Contractor management best practice includes:
· verifying the contractor has the necessary expertise, licensing, trade qualifications for the work
· verifying that the contractor has their own systems in place for carrying out work safely (SWMS)
· verifying that the contractor is carrying out their work safely as per their own stated procedures, and are not putting others at risk
· consult, coordinate and cooperate with the contractor 
· provide appropriate and adequate instruction to the contractor
 Whilst Calty Constructions does have the processes in place to ensure all of the above-mentioned best practices for contractor management, we fail to follow through and ensure all of these processes are completed.
Compliance rate for the best practices is very hit and miss across all projects.


	6 RECOMMENDATIONS

	Recommendations to improve the current contract management are:
· Ensure the contractor has the specified knowledge they claim to have, that they have appropriate safety systems in place.  Project Administrator and Site Supervisor are to work together to ensure that these checks are completed prior to the contractor commencing on site.
· Ensure that the risks associated with the site, such as contamination, chemicals, other trades, machinery or plant, have been communicated to the contractor.  This will ensure they are able to make the necessary adjustments in their work to ensure health safety of their workers and others.  This information should be updated as the project progresses and be included in site meetings, such as inductions, daily pre-starts and toolbox talks.
· Educate all stakeholders to ensure they understand the importance of consultation.  The idea of consultation is so that all parties can obtain an understanding of potential hazards that may place the other at risk of and allow for coordinated management of risk mitigation strategies for shared hazards.  What is an obvious risk to one party may be unrecognisable by another party as they have no experience or comprehension of the situation.
· Conduct weekly site inspections to ensure compliance to safety rules by all on site.
These audits can be completed by the site supervisor, HSR or management.
Improvements can be evaluated for effectiveness by conducting regular internal audits.
These audits can determine:
· contractor documentation such as public liability insurance and Workcover is up to date.
· SWMS are in place, project specific, complaint, and are signed by all workers attending site.
· if contractors are included in daily prestart meetings
· site inductions are being held and documented
· which contractors and site supervisors need retraining and reminding of their WHS requirements and responsibilities.
 


	7 CONCLUSION

	Workplace health and safety is integral to the ongoing success of Calty Constructions, this includes ensuring contractor management is up to speed.
Contractors, as PCBU’s have a duty to ensure a safe and healthy work place for its workers and to eliminate or minimise risks so far as reasonably practicable.  They also have a duty to consult, coordinate and cooperate with other PCBU’s with regards to safety matters that affect others.
[bookmark: _GoBack]Currently contractor management is an area of the business that whilst we do have processes and procedures in place, not enough importance is placed on complying with them.  This needs to be a focus point for the company to ensure work place health and safety is maintained for all on sites.  Contractors need to be made aware of their responsibilities with regards to WHS and what we require from them whilst they are completing works for Calty Constructions – and we need to enforce these requirements.





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	· Which of the following services are more likely to be supplied by contractors? Select all that apply.
☒	Repair work
☒ 	Installation of equipment
☐ 	Fire wardens
☐ 	Management

	☐

	· The definition for ‘worker’ under the Work Health and Safety Act 2011 (Qld) includes contractors. 
☒	True
☐ 	False

	☐

	· As contractors are not employees, they are not required to be consulted with regards to WHS matters. 
☒	True
☐ 	False

	☐

	· Due to the different nature of contractor arrangements, contractors may be required to have a separate workplace induction. 
☒	True
☐ 	False

	☐

	· All information relevant to a contractor must be exclusively included in their contract. 
☐	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 (using the handouts provided) or real.

	TASKS
	VERIFIED

	Access contracts (and other relevant contract documentation, information and data) to:
u) Identify the services supplied by contractors
v) WHS arrangements relevant to contractors
w) Identify contractor WHS workplace policies, procedures, processes, systems, practices and activities
	☒

	Compare contractor WHS policies, procedures, processes, systems, practices and activities with requirements under WHS legislation.
	☒

	Consider best practice/legislative requirements and identify any areas of improvement for contractor WHS policies, procedures, processes, systems, practices and activities.
	☒

	Develop potential improvements to contractor WHS policies, procedures, processes, systems, practices and activities – outlining requirements for implementation and evaluation of these improvements. 
	☒

	Develop an electronic presentation outlining your findings, and present this to the PCBU.
	☒

	Name of observer
	Matthew DuPayne

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

	Phone number of observer
	0401326370

	Email address of observer
	matthew@calty.com.au

	Signature of observer
	
	Date
	5/06/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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