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ASSESSMENT FOR BSBWHS403

	Student name
	Brooke Kennedy

	Date of assessment submission
	29/11/2019


	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

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· 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
	Veloway V1 Stage E Project

	Workgroup
	Bridge Deck



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Supervisor of the Bridge Deck workgroup at Veloway V1 Stage E project.

	Roles, duties, rights and responsibilities regarding consultation and participation

	Supervisors as part of their duty are expected to consult with the general workforce on Heath and Safety, Environmental and Quality Management related issues. 
They are required to run the Pre-start Meetings and are required to attend all Toolbox Meetings.

	Documents which outline roles, duties, rights and responsibilities

	McIlwain’s HSE-P-23 Consultation and Communication procedure outlines the duties and responsibilities assigned to my role as Supervisor of a workgroup.

	Communication method and timeframe

	The method of communicating the role and responsibility would be through internal training and inductions which are undertaken when the person starts working with the Company. The training is then done every year to ensure any changes are made available to all staff. This can also be communicated through 6 monthly performance reviews. 




	Name of Individual/Party 1

	Health and Safety Committee

	Roles, duties, rights and responsibilities regarding consultation and participation

	Health and Safety Committees have the functions to; facilitate cooperation between the person conducting a business or undertaking and workers in instigating, developing and carrying out measures designed to ensure the workers’ health and safety at work and to assist in developing standards, rules and procedures relating to health and safety that are to be followed or complied with at the workplace

	Documents which outline roles, duties, rights and responsibilities

	 These duties are outlined within the Work Health and Safety Act, Part 5, Division 4.

	Communication method and timeframe

	As soon as a committee is formed, the Project Manager will address the committee at their first meeting to go through the roles and responsibilities and the Safety Committee Charter.




	Name of Individual/Party 2

	McIlwain Senior Management – Systems Manager

	Roles, duties, rights and responsibilities regarding consultation and participation

	McIlwain Senior Management have responsibilities and duties including; consultation with employees when and where there are any changes that affect workplace OHS, the maintenance by McIlwain of documented procedures, agreed to by employees, for employee involvement and consultation in OHS issues and ensure that those representing the employees and employer receive appropriate training to undertake effectively their involvement in the development, implementation and review of OHS arrangements. 

	Documents which outline roles, duties, rights and responsibilities

	These duties and responsibilities are outlined in McIlwain’s HSE-P-23 Consultation and Communication procedure.

	Communication method and timeframe

	This is communicated to the Systems Manager at the start of their employment with McIlwain through a company induction. The company induction is undertaken every 12 months to ensure compliance. The Systems Manager also has access to the documentation via the McIlwain Integrated Management System (Sharepoint) This can also be communicated through 6 monthly performance reviews..




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	A work team meeting is held on the project every Friday. This meeting discusses important issues with the project, e.g. any delays in works, subcontractor/ supplier issues and safety related issues.  

	Your involvement in set up and running of process

	My involvement in the work team meetings is that I discuss all safety related matters including any issues with subcontractors and updating the project team on the status of their monthly KPI’s.

	How you communicate with individuals and parties about process

	This process is communicated via a calendar invite and the use of Meeting Minutes. This can then be distributed to the team for review and record keeping.

	How you support participation of individuals and parties in process

	[bookmark: _GoBack]Participation is supported by ensuring that the project team is available to attend the meeting at the same time and are able to bring any issues to the table to discuss with the rest of the team including the Project Manager. This ensures that the project team are all aware of any upcoming works or any issues currently happening.




	Name of process 1

	Toolbox Meeting

	Describe process

	A Toolbox Meeting is a meeting held with the entire worksite/ work group to discuss safety alerts/ issues and general safety topics.

	Your involvement in set up and running of process

	My involvement is to choose the topic (if one is not sent from management) and to draft the toolbox meeting form. Toolbox talks are generally presented by a Safety Advisor for the project.

	How you communicate with individuals and parties about process

	Toolbox Meetings are conducted face to face with the workforce. Visual representations are also used by way of posters and pictures with minimal words making it easier to understand the greater message.

	How you support participation of individuals and parties in process

	Participation is supported by encouraging individuals to discuss and raise any issues with that weeks’ topic. Workers are also able to give suggestions on topics that should be raised based on their knowledge of the work site and work conducted.




	Name of process 2

	Safety Alerts

	Describe process

	Safety Alerts are alerts sent to the workforce from management when an issue or change has come from Work Safe Queensland.

	Your involvement in set up and running of process

	My involvement is to communicate the relevant information to the workgroup. Safety Alerts are set up by management but are communicated to the workforce at Pre-starts or Toolbox Meetings.

	How you communicate with individuals and parties about process

	These are communicated to individuals through Toolbox Meetings or Pre-start Meetings. Management communicates Safety Alerts through emails.

	How you support participation of individuals and parties in process

	Participation is supported by bringing the Safety Alerts to Toolbox Meetings and Pre-start Meetings. By not making a new meeting for the Safety Alert means the information is dispersed quicker and takes up less time so workers don’t lose focus/ interest.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Health and Safety Committee

	Required for effective involvement in consultation and participation 

	For Health and Safety Committee’s to be effectively involved in consultation and communication they are to; raise, discuss and resolve WHS issues raised by workers, examine and consider WHS audits and reports, consider how changes impact on WHS of workers, consider training and awareness needs of workers.

	Training that may be provided to assist

	McIlwain can provide internal training on our WHS policies and procedures including the Consultation and Communication procedure to assist the Health and Safety Committee members. 

	Your involvement in delivery of training

	Being the PCBU – under the Work Health and Safety Act – there is to be 1 HSR which we are required to provide with the relevant 5 day initial training course within the specified timeframe. This training is provided through a Registered Training Organisation (RTO). 




	Name of Individual/Party 2

	McIlwain Senior Management – Systems Manager

	Required for effective involvement in consultation and participation 

	Being the Systems Manager, they are involved in all facets of the consultation and communication of procedures, processes, policies and instructions. They are required to receive updates from Regulators as well as the Directors/ Board of McIlwain and update documentation as required. During this process, the Systems Manager is required to consult with the workforce (including employees, contractors and subcontractors) for smooth implementation of changes. 

	Training that may be provided to assist

	Training that may be provided to assist with this responsibility is through in-house training (i.e. inductions and training packages) of all management procedures and policies. This is delivered through the McIlwain online induction system (Lucidity Induction). Systems Managers will also be given on-the-job training from other Senior Managers including the General Manager.

	Your involvement in delivery of training

	My involvement in the delivery of this training is that I create the training package based on the McIlwain procedures. I then allocate the training to the Systems Manager.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Inability to see the speaker or see the posters/ visuals at pre-starts and toolboxes

	Measure to remove barrier

	A way to remove this barrier is for each project site to have a platform installed in a central location so that the speaker has a podium to stand on. This will allow the speaker to be at a height above the rest of the workers so that everyone should be able to see them. 

	Contribution to development of measure

	To assist in the development of this measure, I can put the idea forward to management so that when a new project is commenced, the podium is made straight away.

	Contribution to implementation of measure

	I can contribute to the implementation of this measure by creating training package to show our staff how toolboxes and pre-starts should be conducted including the use of the podiums.

	Contribution to evaluation of measure

	To evaluate this measure, myself and Senior Management can attend pre-starts and toolbox talks to see the podium being used. We can also conduct informal discussions with workers to receive feedback on whether they were able to see the speaker and the visual representations. 




	Describe barrier 2

	Timing and Shift Work
Having works conducted during the day and at night creates the barrier of being able to conduct consultation with the entire workforce.

	Measure to remove barrier

	To remove this barrier, a HSEQ Notice Board shall be erected at each project site in the crib/ lunch room. Any WHS changes/ information can be displayed at the notice board in an area that is readily accessible by all workers any time of the day/night. 

	Contribution to development of measure

	My contribution to the development of this measure is to order the notice boards and ensure that they are erected at each project.

	Contribution to implementation of measure

	To contribute to the implementation of this measure, we shall run a Toolbox Talk on where the notice board will be placed and what the purpose of the notice board is. This way all workers are aware that there is a notice board and that it will be displaying WHS information.

	Contribution to evaluation of measure

	To evaluate this measure, during site inspections, audits and site visits, myself and the Senior Management Team will check that the notice board is being utilised by the site and that it is in an adequate location. We will also conduct informal discussions with workers to receive feedback on the notice board and its implementation.




	Describe barrier 3

	Having some work sites that are quite large in distance, it can create a barrier for all people to be available to attend one area, especially if there are large numbers of workers on site at one time. With only one person conducting the presentation it can make it difficult for all workers to see and hear the presenter.

	Measure to remove barrier

	To remove this barrier for larger sites, we will create multiple compounds and pre-start areas. This means that the work groups can be split between two sites. The same information will be presented at both areas but with the amount of people being split between multiple areas, means that they are able to see and hear the presenter better.

	Contribution to development of measure

	My contribution to the development of this measure is create a procedure that states that any site over a particular number of workers must have multiple pre-start areas. 

	Contribution to implementation of measure

	To implement this measure, all workers will be consulted and communicated this information through emails from the Senior Management Team and in-house procedure training.

	Contribution to evaluation of measure

	At regular intervals, myself and McIlwain’s Senior Management Team will be required to attend a pre-start and toolbox talk. By attending these presentations we will be able to, first hand, evaluate this measure and its implementation.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	Team meetings
☒ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☒ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture related to WHS
☒ 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☒

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☒

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☒

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☒

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☒

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☒

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☒

	Name of observer
	Leon Krelle

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

	Phone number of observer
	0427 377 951

	Email address of observer
	Leon.krelle@mcilwain.com

	Signature of observer
	
	Date
	26/11/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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