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BSBWHS501 
Ensure a safe workplace 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS501 Ensure a safe workplace cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

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

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

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


	[bookmark: _Ref396827952]Participant Name
	Michael Dun




	Task
	Assessment Results 

	Theory Exam
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent
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	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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BSBWHS501 
Ensure a safe workplace

	THEORY EXAM INSTRUCTIONS

1.2A.  This exam will occur under standard assessment conditions.
An oral examination may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
1.2B.  Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
1.2C.  Please fill in the details below, providing your name, signature and date of assessment.
Your signature acknowledges that this is your own work.
1.2D.  Assessors are to complete marking in pen of a different colour to the Participant.
1.2E.  If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
If a Participant changes their response in writing, they must put their initials next to the written change.
If a Participant changes their response verbally, this must be noted on the exam paper by the assessor.




	Participant name
	Michael Dun

	
	

	Participant signature
	
	
	

	Date
	5/02/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	36
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


[bookmark: _Ref5882211][bookmark: _Ref524681818]For the following activities (notably Q1. to Q6. ), 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
	Brisbane City Council

	Workgroup
	Traffic Network Services 




[bookmark: _Ref8823254]Identify three (3) duty holders in your workgroup and explain their duties under the legislation.

	Answer
	Duty holder 
	Act name, section(s) and description
	

	
	Supervisor)
	Supervisor, Brisbane City Council, Individual who is conducting the business / workgroup on behalf of the PCBU.
	

	
	Coordinators
	Coordinator, Brisbane City Council,  Individual who is coordinating day to day works on behalf of the business unit supervisor

	

	
	Workers
	Workers, Brisbane City Council, Individuals who undertakes day to day project tasks on behalf of the PCBU, including an employee, contractor or subcontractor, self-employed person, outworker, apprentice or trainee, work experience student, employee of a labour hire company placed with a 'host employer' or a volunteer. 
	



[bookmark: _Ref8999206]For Duty Holder 1, as identified in Q1. identify their WHS responsibilities as defined in the following documents.

	Answer
	Document
	Name 
	Requirements
	

	
	Organisational policy
	Supervisor 
	The WHS policy is a guiding principle used by the PCBU to set direction within Brisbane City Council. The supervisor has a range of responsibilities concerning organisational policy / work health and safety and Injury Management. These responsibilities include promoting and complying with WHS requirements, including acting on incidents, hazards, providing training and updating duty holders on any organisational policy changes. Supervisors need to communicate WHS policies that clearly define the organisation’s commitment to complying with WHS legislation. Policies are the documented principles, objectives, obligations and commitments that guide the workplace health and safety decision-making.   The organisational policy will discuss the WHS responsibilities in a primary statement on how the business intends to ensure, so far as is reasonably practicable, the physical and mental health and safety of its workers, including volunteers. The supervisor ensures the distribution of work health and safety policies and procedures on a range of topics to each division (Project Coordinator) or working group within the business.
	

	
	Organisational procedure
	Supervisor
	The Supervisor is responsible for promoting and handling health and safety procedures in line with BCC policy. The procedures relate to the the documented processes that guide working practices within BCC – these include specific procedures that set out step-by-step instructions for carrying out a job or task. The supervisor is also responsible for clarifying WHS functions and responsibilities within the business, setting up processes to ensure consultation can occur between the groups or divisions within the business. The supervisor must ensure that his / businesses duties as a PCBU are met even if others have the duty to do so. Supervisors ensure that all workers under their supervision fully comply with the requirements of BCC
WHS Management System. Record, manage and control all WHS risks identified in work areas under their supervision. Oversee the inspection of work areas under their supervision to ensure compliance with BCC WHS Management System and relevant legislation. Ensure staff under their supervision are suitably licenced, trained, competent, fit and physically capable of performing the activities they undertake.

	




[bookmark: _Ref8999207]For Duty Holder 2, as identified in Q1. identify their WHS responsibilities as defined in the following documents.

	Answer
	Document
	Name 
	Requirements
	

	
	Organisational policy
	Coordinator
	The coordinator incorporates the WHS organisational policy, setting health and safety direction within a specific BCC project. The coordinator highlights principles, objectives, obligations and commitments that guide the workplace health and safety decision-making within the project. The coordinator incorporates health and safety systems into projects to create a culture where health and safety is not only a statement made by upper management but a commitment of all duty holders. The coordinator is required to communicate WHS policies that clearly define the organisation’s commitment to complying with WHS legislation.
	

	
	Organisational procedure
	Coordinator
	The coordinator is responsible for incorporating safety procedures in line with BCC policy into the project show your workers that their safety is priority – leading to a safety culture and more productive workers.  The project coordinator needs to demonstrate that the business is addressing its health and safety obligations by following correct WH&S procedure. These include specific procedures that set out step-by-step instructions for carrying out a job or task. Provide professional advice and assistance to supervisors and workers on the implementation and improvement of the WHS Management System. Confirm that BCC WHS Management System (WHSMS) remain compliant with current legislation and external accreditation requirements. Coordinate and assist in the development of action plans that will assist with the effective implementation and continual improvement of the WHS Management System. Periodically review and continually improve WHS risk management structures and activities to ensure their ongoing effectiveness.
Undertake inspections and audits of worksites and work activities to ensure compliance with the requirements of the WHS Management System and relevant legislation.
	



[bookmark: _Ref8999209]For Duty Holder 3, as identified in Q1. identify their WHS responsibilities as defined in the following documents.

	Answer
	Document
	Name 
	Requirements
	

	
	Organisational policy
	Worker
	Workers need to be aware of organisational policy and WHS responsibilities attached to their role within the organisation. The policy is a guiding principle used by the PCBU to set direction within the business for all staff and workers to abide by and incorporated into their daily tasks. It outlines the primary duty that workers have under the Work Health and Safety Act and explains how to meet this duty. Workers have a responsibility to be aware that their daily actions contribute towards improving health and safety systems to create a culture where health and safety is not just a commitment made by management but a way of thinking. The organisational policy helps to outline the workers WHS responsibilities in a formal way. Workers need to take reasonable care for their own health and safety. Take reasonable care for the safety of others and comply with the reasonable instructions of a PCBU. WHS responsibilities for all workplace personnel in the work area need to be acknowledged and followed according to WHS legislation, policies, and procedures.
	

	
	Organisational procedure
	Worker
	As a worker you have to be aware of your WHS responsibilities and the businesses WHS procedures. Workers need to think about what could go wrong within the workplace and what the consequences could be. Workers must do whatever they can (whatever is reasonably practicable) to eliminate or minimise the health and safety risks. Organisational procedure helps to outline steps workers need to take to ensure safety in-line with the WHS Act and organisational policy.  Workers need to be committed to working within a set of health and safety principles / procedures and be aware of their health and safety obligations. Workers must be aware of specific procedures applicable to them that set out step-by-step instructions for carrying out a job or task. Workers are required to cooperate with and follow instructions from the PCBU regarding WHS, use personal protective equipment and clothing that has been provided by the PCBU and report to the PCBU on any hazards or injury to harm or health. Demonstrate commitment to BCC core safety values and behaviours. Fully comply with the requirements of BCCs WHS Golden Rules, WHS Policy and WHS Management System. Participate in BCC’s injury and illness management process if injured in the workplace. Follow safe work practices and ensure the health and safety of themselves and others whilst at work.




	




[bookmark: _Ref5883528]Identify two (2) financial resources that may be required by a WHSMS.

	Answer
	Sufficient financial resources should be allocated to ensure that WHS obligations are able to be met. The two areas where financial resources may be required by a WHSMS are: 
1. Costs to implement induction and training programs
2. Costs to implement inspections
3. Costs to implement reporting systems
[bookmark: _GoBack]
	




[bookmark: _Ref9230599]Identify two (2) human resources that may be required by a WHSMS.

	Answer
	HR team has the power to drive WHS cultural change in an organisation, two human resources that may be required by a WHSMS:
1. Health and Safety Representatives (HSRs)
2. Health and Safety Committees (HSCs)
3. Employee Assistance Programs

	





[bookmark: _Ref9230603]Identify the applicable Act in your jurisdiction that outlines when consultation is required with regards to managing WHS. 
Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Act 2011 Part 5 Consultation, representation and participation Division 2 Part 49 Page 54
	When consultation is required -
Consultation under this division is required in relation to the
following health and safety matters—
(a) when identifying hazards and assessing risks to health
and safety arising from the work carried out or to be carried out by the business or undertaking;
(b) when making decisions about ways to eliminate or minimise those risks;
(c) when making decisions about the adequacy of facilities
for the welfare of workers;
(d) when proposing changes that may affect the health or
safety of workers;
(e) when making decisions about the procedures for—
(i) consulting with workers; or
(ii) resolving work health or safety issues at the
workplace; or
(iii) monitoring the health of workers; or [s 50] Work Health and Safety Act 2011 Part 5 Consultation, representation and participation Current as at 18 March 2019 Page 55 Authorised by the Parliamentary Counsel
(iv) monitoring the conditions at any workplace under the management or control of the person conducting the business or undertaking; or
(v) providing information and training for workers; or
(f) when carrying out any other activity prescribed under a
regulation for this section.
	




[bookmark: _Ref9230605]Identify the applicable Act in your jurisdiction that describes the nature of consultation. Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Act 2011 Part 5 Consultation, representation and participation Division 2 Part 48 Page 53
	Nature of consultation
(1) Consultation under this division requires— 
(a) that relevant information about the matter is shared with workers; and
(b) that workers be given a reasonable opportunity—
(i) to express their views and to raise work health or
safety issues in relation to the matter; and
(ii) to contribute to the decision-making process
relating to the matter; and
(c) that the views of workers are taken into account by the person conducting the business or undertaking; and
(d) That the workers consulted are advised of the outcome of the consultation in a timely way.
(2) If the workers are represented by a health and safety representative, the consultation must involve that representative.

	




[bookmark: _Ref9230683]Identify the applicable Act in your jurisdiction that outlines the requirements for electing health and safety representatives. 
Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Act 2011 Part 5 Consultation, representation and participation Division 3 Part 50 Page 55
	Request for election of health and safety representative -
A worker who carries out work for a business or undertaking may ask the person conducting the business or undertaking to facilitate the conduct of an election for 1 or more health and safety representatives to represent workers who carry out work for the business or undertaking.
	



[bookmark: _Ref9230685]Identify the applicable Act in your jurisdiction that outlines the obligations of a PCBU to a health and safety representative. 
Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Act 2011 Part 5 Consultation, representation and participation  Subdivision 6 Obligations of person conducting
business or undertaking to health and safety representatives Part 70 Page 69
	General obligations of person conducting business or undertaking –
Consult, so far as is reasonably practicable, on work health and safety matters with any health and safety representative for a work group of workers carrying out work for the business or undertaking; and confer with a health and safety representative for a work group, whenever reasonably requested by the representative, for the purpose of ensuring the health and safety of the workers in the work group; and  allow any health and safety representative for the work group to have access to information.  
	




[bookmark: _Ref9230690]Identify the applicable Code of Practice in your jurisdiction that outlines the requirements for consultation and participation arrangements. Briefly identify its directives on using health and safety representatives.

	Answer
	Code of Practice name 
	Detail
	

	
	Work health and safety consultation,
co-operation and co-ordination - Code of Practice 2011
4.3 Consulting using health and safety representatives and
Committees, P14

	Health and safety representatives –

A worker may ask you for the election of a health and safety representative to represent them on work health and safety matters. If a worker makes this request, work groups must be established to facilitate the election. The process requires you and your workers to negotiate and agree on the formation of work groups. Where health and safety representatives have been elected, they must always be included in any consultation that affects, or is likely to affect, the health and safety of members of their work group.
	




[bookmark: _Ref9230696]Identify the applicable Regulation in your jurisdiction that outlines the requirements for training health and safety representatives. 
Briefly identify the requirements.

	Answer
	Regulation name and section(s)
	Requirements
	

	
	Work Health and Safety Regulation 2011 Chapter 2 Representation and participation 
Part 2.1, 
Clause 21
P47,48
	Prescribed health and safety representative training- 

The prescribed training for section 72
(1) of the Act is the following courses of training in work health and safety approved by the regulator— 
(a) an initial 5 day course of training; 
(b) 1 day’s refresher training at least every 3 years, with the entitlement to the first refresher training commencing 3 years after the initial training. 
(2) A health and safety representative for a work group for a business or undertaking must complete the initial 5 day course of training within— 
(a) 3 months after the day the representative is elected as a health and safety representative for the work group; or (b) if an initial 5 day course is not reasonably available to the representative—as soon as practicable after the period mentioned in paragraph (a).





	



[bookmark: _Ref9230701]Identify the applicable Act in your jurisdiction that outlines how to resolve health and safety issues if a matter is not resolved after discussion between parties to the issue. 
Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Regulation 2011 Chapter 2 Representation and participation 
Part 2.2, 
Clause 22
P48
	Agreed procedure—minimum requirements
(1) This section sets out minimum requirements for an agreed procedure for issue resolution at a workplace.
(2) The agreed procedure for issue resolution at a workplace must include the steps set out in section 23.
(3) A person conducting a business or undertaking at a workplace must ensure that the agreed procedure for issue resolution at the workplace—
(a) complies with subsection (2); and
(b) is set out in writing; and
(c) is communicated to all workers to whom the agreed procedure applies.
	




[bookmark: _Ref9231454]True or False (Tick your response): The outcomes of participation and consultation should be accessible to workers.

	Answer
	
	True 
	
	

	
		False 
	
	




[bookmark: _Ref9231615]Why should hazard identification occur at the planning and design stages of any change in the workplace?

	Answer
	Hazard identification should occur at the planning and design stages of any change in the workplace because it is often more effective and easy to eliminate or mitigate hazards if they are identified at the planning and design stages for products, processes and workplaces. Hazard identification, assessment and control is an on-going process, it should be undertaken at various times, including:
If it has not been done before.
· When a hazard has been identified. 
· When a change to the workplace may introduce or change a hazard. Such as when changes occur to the work equipment, practices, procedures or environment.
· As part of responding to a workplace incident, even where an injury has not occurred.
· At regularly scheduled times appropriate to the workplace.
· Where new information about a hazard becomes available or concerns are raised by workers.
Hazard identification should take place as early as possible in the concept development and design stages. It is important that the hazard identification is systematic and not limited to one or two people’s experiences of situations. Broad groupings of hazards should be identified before design scoping begins.

	




[bookmark: _Ref9231628]Why should hazard identification occur at the evaluation stage of any change in the workplace?

	Answer
	A Hazard is anything (e.g. condition, situation, practice, behaviour) that has the potential to cause harm, including injury, disease, death, environmental, property and equipment damage. Control measures for common hazards may be chosen from known solutions. 
Hazard identification should occur at the evaluation stage of any change in the workplace because a change to the workplace may introduce a new hazard or variation to an existing hazard, in turn procedures or environment / work practices may need to change with it . 
For continually changing complex hazards a scheduled assessment may be necessary to assist in determining the most effective ongoing control measures.
Maintaining records of the change control / hazard management process assists when undertaking later reviews or hazard assessments as it demonstrates decision making processes and informs how controls were intended to be implemented and how they can be used / implemented in the future.
Hazard identification occurring at the evaluation stage of any change in the workplace helps to ensure that new hazards are not created by the proposed changes and existing hazards are controlled.






	



[bookmark: _Ref9231688]Identify the applicable Act in your jurisdiction that outlines obligations regarding the management of risks. Briefly identify the requirements.

	Answer
	Act name and section(s)
	Requirements
	

	
	Work Health and Safety Act 2011 Part 2 Health and safety duties
Clause 17, P26
	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 is
reasonably practicable; and
(b) If it is not reasonably practicable to eliminate risks to health and safety, to minimise those risks so far as is reasonably practicable.

	




[bookmark: _Ref9235493]Identify the applicable Regulation in your jurisdiction that outlines the requirements for wearing personal protective equipment (i.e. PPE). 
Briefly identify the requirements.

	Answer
	Regulation name and section(s)
	Requirements
	

	
	Work Health and Safety Regulation 2011 Chapter 3 General risk and workplace management
Division 5 Personal protective equipment, 
Clause 44, P65
	Provision to workers and use of personal protective equipment - 
(1) This section applies if personal protective equipment is to be used to minimise a risk to health and safety in relation to work at a workplace under section 36. 
(2) The person conducting a business or undertaking who directs the carrying out of work must provide the personal protective equipment to workers at the workplace, unless the personal protective equipment has been provided by another person conducting a business or undertaking. 
(3) The person conducting the business or undertaking who directs the carrying out of work must ensure that personal protective equipment provided under subsection 2 is— (a) selected to minimise risk to health and safety, including by ensuring that the equipment is— 
(i) suitable having regard to the nature of the work and any hazard associated with the work; and 
(ii) a suitable size and fit and reasonably comfortable for the worker who is to use or wear it; and 
(b) maintained, repaired or replaced so that it continues to minimise risk to the worker who uses it, including by ensuring that the equipment is— 
(i) clean and hygienic; and 
(ii) in good working order; and 
(c) Used or worn by the worker, so far as is reasonably practicable. 
(4) The person conducting a business or undertaking who directs the carrying out of work must provide the worker with information, training and instruction in the—
(a) proper use and wearing of personal protective equipment; and
(b) The storage and maintenance of personal protective equipment.
Note: A person conducting a business or undertaking must not charge or impose a levy on a worker for the provision of personal protective equipment, see section 273 of the Act.




	




[bookmark: _Ref9232440]Identify the applicable Code of Practice in your jurisdiction that outlines the risk management process. Briefly identify its directives.

	Answer
	Code of Practice name 
	Detail
	

	
	How to manage work health and safety risks Code of Practice 2011
	The How to manage work health and safety risks Code of Practice is an approved code of practice under section 274 of the Work Health and Safety Act 2011 (the WHS Act). This code provides practical guidance for persons who have duties under the WHS Act and WHS Regulation to manage risks to health and safety. The duty is placed on persons conducting a business or undertaking, including employers, self-employed people, and principal contractors, persons with management or control of a workplace, designers, manufacturers, importers and suppliers of plant, substances or structures that are used for work. This code applies to all types of work and all workplaces covered by the WHS Act. Other approved codes of practice should be referenced for guidance on managing the risk of specific hazards.



	



[bookmark: _Ref408209313]The hierarchy of control provides control methods for dealing with hazards. Identify the position of each control option within the hierarchy pyramid, by labelling 1 to 6.


	Answer
	Label (1-6)
	Control option
	

	
	3
	Isolate the hazard. 
	

	
	6
	Provide and use Personal Protective Equipment (PPE) 
	

	
	1
	Eliminate the hazard
	

	
	4
	Control the hazard by engineering means
	

	
	5
	Control the hazard by administrative means
	

	
	2
	Substitute the hazard
	




[bookmark: _Ref408921430]Explain why PPE might be a less desirable risk control than another option in the hierarchy of control.

	Answer
	PPE is found at the bottom of the hierarchy of hazard controls because it is designed to protect the employee once the hazard comes into contact with them, not prevent the hazard from happening. PPE is the least effective way to protect workers from workplace hazards because if the equipment fails, workers are exposed to the hazard, it doesn’t remove or reduce the risk itself.
	




[bookmark: _Ref9231683]Use an example to identify an inadequacy that may exist with a risk control and identify the resources required to implement a new, more effective measure.

	Answer
	An example of identifying existing risk controls are not working could occur during an onsite audit. PPE may be identified during the audit as not meeting organisational procedure / standards. The PPE may not be fit for purpose and meet requirements noted in the workplace procedure. When an inadequacy is identified, resources need to be provided to enable the implementation of new control measures. This can be accomplished by applying / revisiting the hierarchy of control (used when trying to understand which risk control measures should be put into place). The hierarchy of control is the preferred order in which controls should be considered. The order for the hierarchy of controls is as follows:
1. Eliminate the hazard- 
1. Substitute the hazard- 
1. Isolate the hazard- 
1. Use engineering controls
1. Use administrative controls 
1. Use PPE
Before applying the principles of the hierarchy of control, the organisation must consider if there is legislation in place requiring particular methods to be used to control the specific hazard.  If there is no method required; the principles of the hierarchy of control can be employed. For the risk associated with inadequate PPE (not be fit for purpose / procedure), the resources required to implement a new, more effective measure include revisiting the hierarchy of controls and amending the risk control plan and information about:
1. Hazard & Risk (Complete description)
2. Controls already in place 
3. Is there an ongoing risk (Yes or No)
4. Intermediate action to control risk / completion date for intermediate control
5. Other control measures needed / date for completion implementing of other controls
6. Person responsible (Duty Holders)
7. Schedule ongoing monitoring and audits 
8. Record all changes / modifications in the risk change register

	



[bookmark: _Ref9231692]Outline a procedure for ongoing hazard identification.

	Answer
	Hazard identification is part of the process used to evaluate if any particular situation, item, thing, etc. may have the potential to cause harm. The goal of hazard identification is to find and record possible hazards that may be present in your workplace. 
· Identify hazards and risk factors that have the potential to cause harm (hazard identification).
· Analyse and evaluate the risk associated with that hazard (risk analysis, and risk evaluation).
· Determine appropriate ways to eliminate the hazard, or control the risk when the hazard cannot be eliminated (risk control).

The ongoing hazard identification procedure includes:
Finding the hazard
· Looking at all aspects of the work and include non-routine activities such as maintenance, repair, or cleaning.
· Looking at the physical work environment, equipment, materials, products, etc. that are used.
· Include how the tasks are done.
· Look at injury and incident records.
· Talk to the workers: they know their job and its hazards best.
· Include all shifts, and people who work off site either at home, on other job sites, drivers, teleworkers, with clients, etc.
· Look at the way the work is organised or done (include experience of people doing the work, systems being used, etc).
· Look at foreseeable unusual conditions (for example: possible impact on hazard control procedures that may be unavailable in an emergency situation, power outage, etc.).
· Determine whether a product, machine or equipment can be intentionally or unintentionally changed (e.g., a safety guard that could be removed).
· Review all of the phases of the lifecycle.
· Examine risks to visitors or the public. Consider the groups of people that may have a different level of risk.


The hazard identification procedure is an ongoing process, it should be undertaken at scheduled and unscheduled / various times including:
· If the work has not been done before
· When a hazard has been identified
· When a change in the workplace occurs
· After an incident, accident or workplace illness
· At regularly scheduled times appropriate to the workplace
· During design and implementation
· When designing a new process or procedure
· Prior to procurement / installation 
· Before tasks are scheduled to be completed
· When checking or following processes
· Reviewing work area 
· While tasks are being done
· When people are aware of changes, abnormal conditions, or sudden emissions
· During inspections / formal, informal, supervisor, health and safety committee
· After incidents, near misses or minor events / Injuries












































	



[bookmark: _Ref9231715]Outline a procedure for assessment and control of risks. Reference the hierarchy of control and legislative requirements in your response.

	Answer
	The WHS legislation requires persons who conduct a business or undertaking (PCBUs) to manage all work health and safety risks, so that the health and safety of workers and other people are not affected by an organisation's conduct. The ‘How to manage work health and safety risks Code of Practice’ is an approved code of practice under section 274 of the Work Health and Safety Act 2011 (the WHS Act). All duty holders are required to comply either with an approved code of practice under the WHS Act or follow another method, such as a technical or an industry standard, if it provides an equivalent or higher standard of work health and safety to the standard required in the code.
A procedure for assessment and control of risks involves the four steps set out in ‘How to manage work health and safety risks Code of practice’
· Identify hazards – find out what could cause harm. 
· Assess risks if necessary – understand the nature of the harm that could be caused by the hazard, how serious the harm could be and the likelihood of it happening. 
· Control risks – implement the most effective control measure that is reasonably practicable in the circumstances. 
· Review control measures to ensure they are working as planned.

1. Identify Hazards
· Look at all aspects of the work
· Include non-routine activities
· Look at the way the work is organised, prepared and completed
· Look at foreseeable unusual conditions
2. Assessing the risk that may result because of the hazard. Workplaces are obligated to determine how likely an identified hazard could harm someone. This is to be done in consultation with employees. To assess the risk, we will
· Identify factors that may be contributing to the risk
· Review health and safety information from authoritative sources
· Evaluate the likelihood of an incident occurring and the likely severity it may have to people and equipment
· Identify actions that will control or eliminate the risk
· Record the actions
· Investigate the work area or skills set of the employees as these may be contributing to the risk
· Review information about the hazard eg, laws, regulations, Australian Standards, Codes of Practice
· Review if there are any other risk factors that may increase the likelihood of exposure eg: frequency, duration, number of people
· A risk rating matrix will be used to assess the likelihood and the severity or consequences of each hazard and to give it a ‘risk rating’.
3. Deciding on control measures
· Where a risk assessment necessitates risk control measures, these should be undertaken in accordance with the relevant employees and using the ‘Hierarchy of Control’. The ‘Hierarchy of Control’ is designed to eliminate the risk, or if that is not reasonably practicable, to reduce the risk so far as is reasonably practicable, if the current measures are found to be inadequate and there is likelihood that injury, illness or disease will result from a particular situation. The risk control process must be carried out in consultation with the relevant employees.
4. Monitoring and reviewing the effectiveness of the measures. Constant monitoring of hazard controls will need to be done to ensure compliance. Ongoing training of staff may be required when work systems change.










































	



[bookmark: _Ref9232443]Identify the role of your WHS Regulator and the types of advice and guidance they offer.

	Answer
	Each state has its own WHS laws and a regulator to enforce them. The role of the regulator is to administer the nationally uniform laws in their jurisdiction. A regulating agency (regulator) oversees WHS laws, inspects workplaces, provides advice and enforces the laws. In my current position I have to be aware that the WHS Regulator issues guidance material on specific safety issues. Guidance materials are designed to elaborate on how to satisfy the obligations set down by the legislation. Guidance covers a very broad variety of topics such as excavation work, hazard identification & risk assessment, various specific plant & equipment issues etc. Workplace Health and Safety Queensland has a broad range of functions including to: 
1. Monitor and enforce compliance with the WHS Act and WHS Regulation. 
2. Provide advice and information on work health and safety to duty holders, including PCBUs and workers, of their duties, obligations and rights under the WHS Act foster a cooperative, consultative relationship between duty holders and the people to whom they owe work health and safety duties, and their representatives  
3. Promote and support work health and safety education and training 
4. Engage in, promote and coordinate the sharing of information to achieve the object of the WHS Act, including the sharing of information with other regulators 
5. Conduct and defend legal proceedings under the WHS Act 
6. Collect, analyse and publish statistics relating to work health and safety 
7. Promote public awareness and discussion of work health and safety to the community.
Following regulator guidance is not mandatory however failure to meet or exceed the guidance may be used in a prosecution as evidence of a failure to satisfy “duty of care” obligations. As stated in the course study notes ‘regulators are responsible for improving WHS in Queensland by enforcing and educating about WHS laws’.

















	




[bookmark: _Ref9232449]Identify two (2) parties (apart from the WHS Regulator) that you may seek WHS advice from and provide an example of the advice they may provide.

	Answer
	Party name
	Advice
	

	
	Work Place WHS Officer 
(within my workplace)
	They can help you manage health and safety by providing advice on company and worker duties and rights supplying, practical guidance material on hazard identification and risk control and promoting consultation between PCBUs and workers in health and safety matters. At my workplace our WHS Officer carries out regular work site inspections. Following an inspection, they may provide improvement advise or procedural notices and carry out other enforcement and compliance activities such as safety warnings / alerts.   
	

	
	Electrical Trades Union
(trade and industry association)
	ETU QLD provide a my current workplace with a wide range of support about workplace health and safety. They also promote and support effective workplace consultation between PCBUs and workers to improve work health and safety. Employer, trade and industry associations work with WHSQ to improve standards, policies and programs to benefit both employees and the company.
	




[bookmark: _Ref9232466]Identify what should be covered in a WHS induction and training program for workers.

	Answer
	As stated in the CSTC study notes, ‘all individuals and parties need to understand and can carry out the legislated duties and obligations as per the WHSMS, their training needs should be assessed and appropriate training support be provided’. Training can be undertaken in-house or can be provided by external bodies such as TAFE colleges, employer and private training providers. In my current workplace this involves: 
· Work Place inductions such as daily site inductions, work task specific inductions and an onsite contractor induction. Inductions are kept as a record that this training was completed. Induction topics include and incorporate safe work procedures, worksite hazards and prevention methods, what to do in the event of an incident or a hazard (new or existing) is identified. Worker responsibilities and rights alongside supervisor responsibilities.
· Educational materials such as presentations, posters and fact sheets on various topics can be used to educate workers / contractors. 
· Safety alerts describing a work practice / procedure or situation that has recently proven to be dangerous and needs immediate corrective action
· Codes of practice and work place procedures training designed to help the business and work teams comply with the law.
The Work Health and Safety Act 2011 require PCBUs to provide training to workers to enable them to perform their work in a manner that is safe and without risk to health. This type of training can be undertaken by supervisors and managers, and should include:
· How to interoperate work procedures and SWMS
· Nature of hazards
· Processes used for hazard identification, risk assessment and risk control
· Need for and proper use of measures to control risk 
· Safety procedures
· Use, fit, testing and storage of personal protective equipment
· First aid etc. etc.
WHS induction and training programs for workers helps improve skills, knowledge, and productivity, work teams WHS capabilities to help identify hazards and risks and identify appropriate control measures to reduce workplace incidents.

	





[bookmark: _Ref9232493]Which of the following methods can be used to advise others about WHS compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	Training sessions for all staff
	

	
	
	Emails about changes to laws
	

	
	
	A suggestion box to allow workers to raise inadequacies
	

	
	
	Having a legal advisor speak at a staff meeting
	




[bookmark: _Ref8996870]Which of the following are appropriate records for identifying patterns of injury and disease in the workplace? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	Compensation claim information
	

	
	
	Inspection reports
	

	
	
	Risk registers
	

	
	
	Worker surveys
	




[bookmark: _Ref9232580]True or False (Tick your response): The records in Q29. can assist with measuring the effectiveness of a WHSMS.

	Answer
	
	True 
	
	

	
	
	False 
	
	




[bookmark: _Ref9232595]True or False (Tick your response): You should maintain a record of decisions made with regards to WHS and the reasons for such decisions.

	Answer
	
	True 
	
	

	
	
	False 
	
	





[bookmark: _Ref9232632]Which of the following incidents must be recorded and reported to the WHS Regulator? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
	
	All illnesses
	

	
	
	All injuries
	

	
	
	Death
	

	
	
	Serious illness
	

	
	
	Serious injury
	




[bookmark: _Ref9232691]What areas should be reviewed when evaluating the effectiveness of a WHSMS for an organisation?

	Answer
	In my current workplace the WHSMS is a set of plans, actions and procedures used to thoroughly manage health and safety in the workplace. If you want a workplace that’s healthier and safer, workplace health and safety management systems are important. Once a WHSMS is implemented in a workplace it is vital to monitor it, evaluate its effectiveness, make any necessary changes, add-ons and corrections over time. This can be achieved by setting aside a regular time to discuss safety and health issues, with the goal of identifying ways to improve the WHSMS. Discussions when evaluating the effectiveness of a WHSMS for an organisation can include:
· Overall trends and progress toward risk reduction
· Effectiveness of efforts and processes to identify, assess, and prioritise risk
· Effectiveness of efforts and processes to identify, assess, and prioritise system deficiencies
· Effectiveness of processes intended to address underlying causes of risks and system deficiencies
· Input from employees and employee representatives
· Status updates on corrective actions, preventive actions, and changing circumstances
· Follow-up actions and status updates from safety and health management system audits and previous management review of the safety and health management system
· Status updates on the extent to which the safety and health management system has met the objectives of the safety and health management system
· Performance of the safety and health management system relative to expectations, taking into account changing circumstances, resources needs, alignment of the business plan, and general consistency of the organisations’ occupational health and safety policy.
All groups within the workplace should be aware their contribution to the implementation, maintenance and continuous improvements in the WHSMS help to identify any need for changes. Staff members need to be committed to continuously improving the WHSMS and protecting their own and other people’s safety. A workplace health and safety management system:
· Is evolving and continuously improving
· uses feedback to manage and improve safety related outcomes
· Builds on existing health and safety processes
· Integrates with other management systems
· Provides for more informed decision making
· Strengthens corporate culture and demonstrates due diligence.
As state in the CSTC study material, ideally, a review of a WHSMS should occur at least once every two years (AS/NZS 4801:2001 A4.6). Any changes in procedures resulting from process improvement need to be documented.

 
	




[bookmark: _Ref9232697]True or False (Tick your response): You should evaluate the performance of the WHSMS against your organisation’s objectives and targets to identify areas of improvement.

	Answer
	
	True 
	
	

	
	
	False 
	
	




[bookmark: _Ref9232709]Order the following steps from 1 to 5 to explain the process for implementing improvements to the WHSMS.

	Answer
	Step Number
	Steps
	

	
	1
	Identify areas of opportunity of the WHSMS
	

	
	4
	Verify the effectiveness of corrective action
	

	
	2
	Develop root cause of non-conformance or deficiencies 
	

	
	5
	Document changes in policies and procedures due to process changes 
	

	
	3
	Develop and implement plans of corrective action to address root causes
	



[bookmark: _Ref9232710]True or False (Tick your response): The WHSMS should be immediately updated to reflect changes to WHS legal requirements.

	Answer
	
	True 
	
	

	
	
	False 
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Ensure a safe workplace


	PRACTICAL ASSESSMENT INSTRUCTIONS

1.2F.  The following practical assessment will require the Participant to complete work related activities.
1.2G.  The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
1.2H.  Please fill in the details below – providing your name, signature and date of assessment.
The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
1.2I.  The Assessor may substitute a Practical Task with an alternate task of equal value.
Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

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



	ASSESSOR COMMENTS

	


BSBWHS501
Ensure a safe workplace

	Practical Task 1 (2X)

	Description of task:
On two (2) occasions, a suitable observer is to verify the participant’s ability to establish, maintain and evaluate an organisation’s work health and safety (WHS) policies, procedures and programs, according to WHS legislative requirements. 

These tasks may be simulated or real. The participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The observer is to provide detailed comments on the tasks completed by the participant. The assessor is to verify the observer’s comments in the Assessor Comments section, and provide the Practical Assessment outcome on the front cover of this document.

	Resources required: 
WHS policies and procedures; WHS legislation, regulations and codes of practice; WHS Management System; Computer.

	Assessment of task

	Name of participant:
	

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Click here to enter a date.
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1 Establishing WHS Management System

	Q1.  [bookmark: _Ref8799022]Locate, adapt, adopt and communicate WHS policies that clearly define the organisation’s commitment to complying with WHS legislation.
		
	Q2.  [bookmark: _Ref8799025]Identify duty holders and define WHS responsibilities for all workplace personnel in the work area according to WHS legislation, policies, procedures and programs. 
		
	Q3.  [bookmark: _Ref8799031]Identify and approve financial and human resources required by the WHS Management System (WHSMS). 
		
	2 Participation arrangements

	1.3A.  [bookmark: _Ref8799035]Collaborate with workers and their representatives to maintain participation arrangements according to WHS legislation. 
		
	1.3B.  [bookmark: _Ref8799038]Appropriately resolve issues raised through participation and consultation arrangements, as per WHS legislation. 
		
	1.3C.  [bookmark: _Ref8799042]Promptly provide clear information to workers about the outcomes of the participation and consultation. 
		
	3 Procedures for hazards and risks

	1.4A.  [bookmark: _Ref8799046]Develop procedures for ongoing hazard identification, risk assessment and control.
		
	1.4B.  [bookmark: _Ref8799050]Include hazard identification at the planning, design and evaluation stages of any change in the workplace to ensure that new hazards were not created by the proposed changes and existing hazards were controlled.
		
	1.4C.  [bookmark: _Ref8799053]Develop and maintain procedures for selecting and implementing risk controls according to the hierarchy of control and WHS legislative requirements. 
		
	1.4D.  [bookmark: _Ref8799057]Identify inadequacies in existing risk controls according to the hierarchy of control and WHS legislative requirements, and promptly provide resources to enable implementation of new measures. 
		
	1.4E.  [bookmark: _Ref8799062]Identify requirements for expert WHS advice, and request this advice as required. 
		
	4 Evaluating and maintaining WHS management system 

	4. [bookmark: _Ref8799067]Develop and provide a WHS induction and training program for all workers in a work area as part of the organisation’s training program. 
		
	5. [bookmark: _Ref8799070]Use a system for WHS record keeping to:
1.2J.  Allow identification of patterns of occupational injury and disease in the organisation; and
1.2K.  Maintain a record of WHS decision made (including reasoning)
		
	6. [bookmark: _Ref8799073]Measure and evaluate the WHSMS in line with the organisation’s quality systems of framework. 
		
	7. [bookmark: _Ref8799077]Develop and implement improvements to the WHSMS to achieve organisational WHS objectives.
		
	8. [bookmark: _Ref8799080]Ensure compliance with the WHS legislative framework to achieve, as a minimum, WHS legal requirements. 
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory



	OBSERVER COMMENTS
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