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BSBWHS522 
Manage WHS consultation and participation processes 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS522 Manage WHS consultation and participation processes 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. 


	Participant Name
	Sophie Coker




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment 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)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· 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 document by the assessor.




	[bookmark: _Ref396827952]Participant name
	Sophie Coker

	
	

	Participant signature
	
	
	

	Date
	24/08/2021



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


NOTE

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.

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

	Name of workplace
	Hansen Yuncken




	ACTIVITY 1  [bookmark: _Ref63249961]

	Four (4) individuals and parties who may be involved in WHS consultation and participation processes in your nominated workplace are PCBUs (and their officers), workers, inspectors, entry permit holders. 

a) [bookmark: _Ref63249962]Explain the roles, duties, rights and responsibilities of these parties regarding consultation, representation and participation – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
b) [bookmark: _Ref63250108]Explain the roles, duties, rights and responsibilities of these parties regarding discriminatory, coercive and misleading conduct – according to legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) 
· Identify where these documents can be accessed
c) [bookmark: _Ref63249986]Referring to your workplace procedures, explain how you would inform these individuals/parties to inform them about their roles, duties, rights and responsibilities.




	Consultation, representation and participation

	PCBUs and their officers

	Section 47 of the WHS Act outlines a PCBU’s requirements for consultation.

PCBUs and their officers must, as far as is reasonably practicable, consult with workers who are, or may be, directly affected by matters regarding health and safety. 

PCBUs must facilitate or negotiate formation of a Health and Safety Committee if 5 or more workers request it. PCBUs must also facilitate election of HSRs if workers request someone to represent their workgroup on WHS matters.

PCBUs must allow provision of HSR training (5 day course in first instance, and 1 day refresher course training every 3 years).

PCBUs must confer with HSRs when it is reasonably requested, to ensure the health and safety of workers.
PCBUs must allow access for HSRs to information relating to risks and hazards affecting the workers in a workgroup.

PCBUs may also have a duty to cooperate and coordinate with other duty holders during consultation on a safety matter, either because the duty holders are involved in the same activities or share a workplace. [section 46 of the WHS Act 2011]

PCBUs (and their officers) should share information on the common matter with other duty holders to ensure safety risks can be eliminated or minimised. 

	Officers have a duty to exercise due diligence to ensure the PCBU complies with their legislative requirements, including ensuring the organisation has appropriate processes for complying with the duty to consult workers and to consult, coordinate and cooperate with relevant duty holders.



	Workers

	During consultation, workers have the right to be given reasonable opportunity to express their views and concerns or raise health and safety issues. If workers are represented by a health and safety representative, they must be included in consultation.

Workers, and those who were included/consulted (i.e. HSRs), have the right to be advised of the outcome of consultation.

Workers have the right to request the formation of a Health and Safety Committee which is to be formed by the PCBU if 5 or more workers make the request.

Workers have the right to elect a Health and Safety representative for their workgroup, which is to be facilitated by the PCBU.

Workers have a responsibility to take reasonable care for their own health and safety and to not adversely affect the health and safety of other persons, which may be applicable when being involved in consultation.
Workers must also comply with reasonable instructions and procedures that have been communicated to them, including procedures for consultation. 



	Inspectors

	WHS Act 2011 Sections 54 and 56]
Inspectors may assist with negotiations of forming WHS Committees and appointing members (if requested by any involved party). The inspector’s decision must be obeyed by all parties involved unless it’s requested that the decision should be reviewed by the regulator.

[WHS Act 2011 Section 160] 
Inspectors are allowed to enter workplaces under many circumstances, including responding to a request for assistance in response to a WHS issue, or where requested to assist with consultation negotiations.

[WHS Act 2011 Section 166]
Inspectors may also be accompanied by HSRs during inspections where the HSR’s workgroup is performing work and may be at risk due to a particular WHS matter. 

	Entry permit holders

	The WHS entry permit holder may enter a workplace:
· to inquire into suspected contraventions of the WHS Act that relate to, or affects, a relevant worker (section 117), or
· to inspect employee records or information in relation to a suspected contravention of the WHS Act (section 120), or
· to consult and to provide advice on WHS matters to relevant workers (section 121).

Entry permit holders can hold discussions with workers during break times who work on the site, are entitled to be represented by the permit holder’s union, or who wish to participate in conversations.

HSRs are able to request assistance of any person in relation to a health and safety matter – i.e. Union official.

Under the Fair Work Act 2009, a union official who holds a Fair work entry permit is permitted to assist a HSR, though must hold a WHS entry permit as well in order to access the workplace to assist with WHS matters, to inquire about suspected contraventions, or to advise and consult workers.


	Documents which outline roles, duties, rights and responsibilities

	The WHS Act 2011 can be accessed via the Safework Australia website [safeworkaustralia.gov.au] which outlines the roles, rights, duties, and responsibilities of workers, PCBUs and their officers, and WHS permit holders. It also outlines where a state regulatory inspector would be involved in a situation. i.e. Regulators appointing inspectors to resolve/assist/investigate WHS issues. 

Regulations and associated state guides and codes can be accessed by the State’s government legislation site [i.e. legislation.qld.gov.au]. The state regulator website [i.e.  worksafe.qld.gov.au] provides guidance and tools for complying with WHS duties.

The Fair Work Act 2009 can be accessed via the Federal Register of Legislation [legislation.gov.au], and guides on roles and rights of workers, their representatives, and fair work entry permit holders is provided via Fair Work Ombudsman website [fairwork.gov.au].

Specific roles and responsibilities for Hansen Yuncken employees, including guidance of Right of Entry, Communication and Consultation, and Job Descriptions can be accessed via Processes, hosted by Sharepoint.




	Discriminatory, coercive and misleading conduct

	Section 104 of the WHS Act prohibits discriminatory, coercive, or misleading conduct.
Section 105 of the Act defines discriminatory conduct, including examples:
-	dismissing a worker
-	terminating their contract
-	altering a worker’s position or in any other way doing something to the detriment of the worker
-	failing to engage a prospective worker
-	treating a prospective worker less favourably than another
-	terminating a commercial arrangement, or
-	failing to enter into a commercial arrangement

It also includes organising or threatening to do any of the above.


	Documents which outline roles, duties, rights and responsibilities

	Safework Australia provides an interpretative guide on discriminatory, coercive and misleading conduct which covers the responsibilities and duties of PCBUs and their officers, role and duties of HSRs, and the rights and duties of workers.

Part 6 of the WHS Act 2011 also outlines the legislation for prohibition of discriminatory, coercive or misleading conduct for people at work.

HY has a Code of Conduct policy which outlines the core ethical standards for HY employees.
HY procedures relating to this topic include Freedom of Association procedure which outlines a worker’s rights at HY worksites, the Code Compliance Grievances Procedure outlines what workers (and other HY staff) can do to report coercion, discrimination or harassment in relation to their freedom of association (namely on Building Code projects). 




	Informing individuals/parties

	Individuals and parties are informed of their duties by means of induction (both HY company induction and project inductions). 

HY’s intranet hosts all procedures, as well as references and links to relevant legislative documents.

On project sites, workers’ rights for representation are made available via the site notice board, as well as the project’s WHS Consultation statement.





	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref63252781]

	Identify one (1) WHS consultation and participation process that exists in your workplace. 
a) [bookmark: _Ref63252942]Identify individuals/parties to be involved in reviewing the process and identifying improvements
· How would feedback from these individuals/parties be collected?
b) [bookmark: _Ref63252783]Undertake a review of its effectiveness
· Compare it with the requirements identified in Activity 1
· Identify factors that may impact on the process. Consider the impact of:
· Workers with specific needs and limitations (e.g. cultural background and diversity, low language, literacy and numeracy levels)
· Structure and organisation of the workforce (i.e. part time vs casual vs contract workers; shift rosters; geographical location)
· Workplace culture relating to gender 
c) [bookmark: _Ref63252919]Identify specific areas for improvement and opportunities to enhance the process
· Justify the appropriateness of such improvements and outline how they will integrate with existing WHS systems 
d) [bookmark: _Ref63252921]Outline how such improvements will be implemented in the form of an action plan. 
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation. 
· Prioritise tasks and specify timelines for implementation.




	Name of WHS consultation and participation process

	Development of the re-organised Safety Management System – Round One (HSEQ Risk Management Procedure

	Individual/parties involved in review

	The individuals involved with consultation in Round One of the re-organised Safety Management System review process is a cross section of people within the business who represent a State, a business function, or a workgroup. It also includes key managers from around the business. Roles include:
- State HSE managers who oversee operational safety
- Executives/national department heads who oversee some areas connected to potential consequences (brand/reputation/financial/quality etc]
- Quality and environmental managers
- Construction/operation/state managers
- Communications staff
- CEO/CFO
- Subject Matter Experts (Workplace relations, media, client relationships)

There are a total of 32 individuals in the core consultation group and each induvial is responsible for consulting with their workgroup or people within their state to contribute to reviewing the draft HSEQ Risk Management Procedure and help form decisions on the process, and how it can be delivered at an operational level.

The process is overseen by the “change management team” responsible for driving the process in line with the HSEQ Business strategy. This group includes myself, the National HSEQ Manager, an external consultant, and a building cadet.

Avenues for collecting feedback have been:
· A word document with restricted editing but allows for comments to be made, so people can comment on particular areas or text.
· A homepage set up on the intranet that hosts guidance info and a feedback widget for people to be able to provide feedback on the consultation process
· Once initial comments were made in the word document, they were collated into a spreadsheet and presented in a meeting. The spreadsheet was then locked with certain sections editable, so people could provide further comment.
· There are also help/feedback posts on the Microsoft Teams profile.



	Review outcomes

	Based on the feedback received so far, and the data indicating levels of engagement, the process seems to be working well. 

The first of 5 rounds of consultation have been completed so far. The cohort of reviewers includes the individuals listed in a previous answer, some of whom are owners/board members of the business.

The next round focuses on Critical Risk topics (Work at height, confined space, demolition etc) and the consultation cohort includes site-based employees (PMs, SMs, Engineers, Foremen etc) as well as subcontractors/supervisors and anyone who would be expected to implement and comply with the procedures and use the guides.
Project teams are encouraged to present the drafted documents to their WHS committees as well to ensure workers’ views and opinions form part of the decision making, and that any concerns can be addressed throughout the process.

One of the aims of the system reorganisation is to make information accessible and understandable by our everyday workers. The procedures in Round two are accompanied by guides called “HYer Standards” which illustrate the minimum critical controls that must be in place in order to perform that high risk work on site. They are one page documents with clear headings, positive images, bold colours, succinct dot points, and particular wording that aims to alleviate ambiguity.
We also produce videos explaining how to navigate the platforms, quick guide documents, presentations, and have regular one on one conversations to ensure info is communicated in ways that people can understand. 

The process is scheduled so that plenty of time is allowed to all to be able to review and provide feedback on the documents, and the avenues to have feedback provided are flexible. The documents will be provided via Microsoft teams so that the live document will always be available 24/7, across the company. Comments are to be input by members of the team who have access to the location of the document, and members are more than welcome to download and distribute/print the copies to show others.

Gender doesn’t have much of an impact on the first two rounds of consultation, though Rounds three and four cover the remaining HSE procedures and management processes respectively. Round Three includes topics such as fitness for work, whereas Round Four includes Incident Management. Gender may have more of an impact when the consultation process reaches that point.


	Areas for improvement and opportunities for extending process

	At the 2 week mark, it was decided that the review period would be extended for a further 2 weeks in an attempt to boost engagement numbers.
In order to gain a better understanding of the process and what can be improved, the group was encouraged to provide anonymous feedback and come up to us and have a chat. The feedback was mostly around the content of the document and how it can be improved.
At the end of the two weeks, a second draft of the procedure will be produced based on the comments and feedback collected in round one. The document will be available for further comment as the other rounds progress concurrently.

It was decided it would be best to have a cross section of the cohort participate in a Workers Learning Team (an exercise used to enquire about processes and find out why something isn’t working and what possible solutions are). The change management team would have no involvement in participation or facilitation of the session so members feel they can express their views freely. The session will be held by one of the cohort members. This session has been postponed due to snap lockdowns.

With at least 5 more rounds of consultation, we continue to discover areas for improvement as the process progresses. We have also created a public page hosted on the intranet to display transparent data, which has been well received.


	Action plan

	e) Outline how such improvements will be implemented in the form of an action plan. 
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation. 
· Prioritise tasks and specify timelines for implementation.

The consultation process is backed by a drafted Change Management Procedure which I have created. It outlines the crucial elements of change management (planning, consultation, communication etc) and provides guidance on when to use certain tools. Any feedback about how the current process is running is considered for implementation into the drafted Change Management Procedure to ensure the process works, is effective, and is flexible and scalable to all levels of application.

I also created a program to accompany the current consultation project (6 Rounds), which is currently at 24 weeks and is updated accordingly when changes in the program have been agreed to by the change team and cohort.

The reorganisation of the safety management system is part of a 3 year project that the company has invested in. “Horizon one” spans 2020-2021, which involves this consultation process of implementing the new WHS procedures. Horizon 2 spans 2021-2022 and focuses on enabling – including identifying what people within the business will be responsible for championing the changes and ensuring the system is effective.

And leadership development programme will be rolled out in 2021 which focuses on enabling latest to be safety professionals rather than safety practitioners. Participants of this training will include state HSE managers, key Operations Managers, Quality environment and systems staff. This training is to take place from the 2nd August and has a 15-week initial learning program, and subsequent 36-week coaching and support program delivered by Safety on Tap. 

Specific risk management and planning training will be provided to ensure the adoption of the centralised risk management framework for operational health safety environment and quality. This training will be developed off the back of the finalised HSEQ risk management procedure (Round one) and produced by specialists, Everyday Massive.  The Risk Management training will be in the form of both internal corporate induction into the risk management process and videos or animations that cover operational risk management application at a project level. This training package will begin development at the beginning of 2022 and span about 8 weeks. The training is intended to be rolled out along with the soft launch of the new procedures in 2022. 




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref63255589]

	Refer to the process improvements developed in Activity 2. Consider the following:
a) [bookmark: _Ref63255590]Apart from training, what other advice and support might be offered during the implementation of these improvements?
· Who would need such advice and support?
· Who might you consult to assist with providing such advice and support?
b) [bookmark: _Ref63255612]How would you monitor evaluate the success of each improved process?
· Identify the criteria used for the evaluation (i.e. positive performance indicators).
· What type of information will you gather? Who will be required to gather this information?
c) [bookmark: _Ref63255605]Identify two (2) potential barriers to the implementation and effectiveness of the improved processes
· Identify measures that could be implemented to remove these barriers.
· Identify resourcing requirements, allocate roles and responsibilities, and training needs required for implementation of these measures. 
· Prioritise tasks and specify timelines for implementation of these measures.



	Advice and support

	There are two main groups in the consultation process who may require advice and support - the people reviewing the document and the people managing the change. The source of advice and support would depend on the topic or circumstances. For example; If someone were reviewing a procedure that focused on high risk work controls they may want to seek advice from someone who is a subject matter expert in that particular topic. -i.e. Asbestos removal from a licenced asbestos removalist.
Likewise, if someone were reviewing a procedure that was related to how the topic affects the workers’ health and safety (for example workplace monitoring and health surveillance) they may want to seek advice and support from someone who knows about that topic (occupational hygienist, medical practitioner etc) or seek advice from a health and safety representative.
If a firm direction or decision was required in regard to managing a particular topic, advice can always be sought from the State Regulator, or other industry bodies.

	Evaluating success of improvements

	Evaluating the success of improvements depends heavily on the data that is available and what can be done with that information. It may also depend on what outcome you are trying to achieve. Whether information can be purely numerical and quantitative, or subjective using qualitative data. 

I was trying to figure out why there was a gap in engagement and determine what percentage of the cohort had engaged in the consultation process (anyone who made any comments on procedures or submitted feedback either by phone, email, feedback forms etc.) The goal is to (ideally) achieve at least 80% engagement on the procedure in order to progress the consultation process and produce a second draft of the document. This would mean enough people in the cohort had given feedback on the topic on behalf of their workgroups or states/regions they represent. 

I started by identifying the outliers and seeing who had not engaged in the process and why. What I found was that a few people had participated in group sessions where comments were made by one delegated person, and that some people were on leave who were yet to give their feedback. I decided the info I had been collecting was not reflective of what was actually going on. So, I asked each member of the cohort how many people they had involved in the process via conversations or group sessions and found that many of them had consulted with dozens of people, so rather than 32 people participating, I actually had around 118 people. The percentage of participation then rocketed to 92% engagement, rather than the initial 50-60%. So, I didn’t have a big “gap” in the process, I just wasn’t measuring the most valuable data.

To answer this question: I would explore my own discrepancies, identify the gaps in what my data is telling me (if it’s not telling me the whole story), look for alternatives, and adjust my measures to look at something that actually adds value to what I’m trying to achieve. i.e. valuable indicators (not necessarily positive indicators in this situation).
I would be required to gather this information.


	Addressing potential barriers

	A possible barrier to this process is that some people may see displaying subjective data to portray a percentage as not displaying the most accurate numbers and that the significance of the measure can be challenged. I think this would depend on the story you’re trying to tell, and how accurate your record keeping/data collection is. If you can accurately quantify your data and its sources, then it would be worth being transparent with this data and having it available for criticism and scrutiny. Every bit of feedback can add value and drive you in a different direction.

Another large barrier can be that people who are providing these engagement numbers (members of the cohort who consulted with others) may not be entirely truthful or accurate with the numbers they provide – people can talk up their own participation, or simply miscalculate the numbers. Whilst this is a risk when recording data, you will need to decide whether the indicators are best displayed as qualitative or quantitative. A way to combat this is making it clear from the beginning why you are collecting this data and what you’re using it for. 
It can also be helpful to inform the core cohort members participating in the document reviews that you will be inquiring about the numbers of people they are involving from the beginning so that they can accurately track this number. To assist this, it could be worth producing tools and mechanisms to guide this process. i.e. a template for meeting minutes with speaking notes and a set space to record names/numbers involved. It should be stipulated that the records make their way back to the data collector. 




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment 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)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· 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 document by the assessor.




	Participant name
	Sophie Coker

	
	

	Participant signature
	
	
	

	Date
	9/08/2021



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	6
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref35350969]ASSESSOR COMMENTS

	


Which of the following matters are addressed within the Work Health and Safety Act 2011 (Qld) and Work Health and Safety Act 2011 (Cth)? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety duties
	

	
		Consultation, representation and participation
	

	
		Tips for communication
	

	
		Discriminatory, coercive and misleading conduct
	

	
		Workplace entry by WHS entry permit holders
	




[bookmark: _Ref35417543]Which of the following are types of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Internal involvement in inspections and audits
	

	
		Team meetings
	

	
		Planning committees
	




[bookmark: _Ref63258056]	Which of the following individuals and parties may be involved (directly or indirectly) with WHS consultation and participation processes and their outcomes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Health and safety committees
	

	
		Managers and supervisors
	

	
		PCBUs or their officers
	

	
		Workers
	





[bookmark: _Ref453074655]Which of the following provide guidance and support when planning and implementing WHS consultation and participation arrangements? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Action plans with allocated responsibilities and timelines
	

	
		Training and advice to required personnel
	

	
		Monitoring success against positive performance indicators
	

	
		Facilitating change, as based on evaluations
	




[bookmark: _Ref63258145]	Which of the following systems need to be considered when implementing changes to WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		WHS policy procedures, processes and systems
	

	
		Accounting
	

	
		Human resources
	

	
		Management
	




[bookmark: _Ref63258247]	Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Consultation meetings being too long and boring
	

	
		Language, literacy and numeracy levels of the workforce
	

	
		Workplace culture
	

	
		Having separate work sites
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	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· 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.
· 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
	Sophie Coker

	
	

	Participant signature
	
	
	

	Date
	9/08/2021



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS522
Manage WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to hold meetings with various parties with regards to WHS consultation and participation, including:
· Developing and delivering short presentations (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) about WHS consultation and participation
· Seeking PCBU and worker feedback about WHS consultation and participation processes
· Developing action plans to improve WHS consultation and participation arrangements
· Monitoring and evaluating changed WHS consultation and participation arrangements

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Presentation materials (e.g. PowerPoint) for PCBU and workers
· Action plans (original and modified)
· Survey and data
· Report of monitoring and evaluation findings

The assessor is to provide detailed comments on the tasks completed by the participant. Detail should be recorded in the Assessor’s Comments (e.g. questions asked by assessor during presentation).

	Resources required: 
Computer., Report template (HO1)

	Assessment of task

	Name of participant:
	Sophie Coker

	Name of assessor:
	

	Location:
	Brisbane/National

	Date:
	12/08/2021

	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Identifying WHS consultation and participation requirements 

	1.1A.  [bookmark: _Ref36106014][bookmark: _Ref63687352]Develop a presentation for the PBCU which explains legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities of the PCBU (and their officers) and workers.
	

	1.1B.  [bookmark: _Ref36106065]Deliver presentation (in person/via live stream video).
	

	2 Review existing processes

	1.2A.  [bookmark: _Ref36106080]Seek PCBU feedback about meetings, as a current WHS consultation and participation process, considering:
· Effectiveness of WHS meetings
· Inconsistencies between current meeting processes and identified requirements for WHS consultation and participation 
· Areas for improvement
	

	1.2B.  [bookmark: _Ref63687498]Work with the PCBU to modify existing processes to achieve requirement improvements, considering:
· Characteristics and composition of the workforce (e.g. Language, Literacy and Numeracy [LLN] skills, culture, gender, labour market/structure)
· Existing WHS and other systems (including WHSMS)
	

	1.2C.  [bookmark: _Ref63687540]With the PCBU, develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	

	3 Facilitate implementation of updated processes

	1.3A.  [bookmark: _Ref63687565]Develop a presentation for workers which explains updated meeting processes, as per the action plan. 
	

	1.3B.  [bookmark: _Ref35418579]Deliver presentation (in person/via live stream video), demonstrating improved processes, and listen to your audience to respond appropriately to any questions.
	

	1.3C.  [bookmark: _Ref63687592]Seek worker feedback/adjustments to action plan.
	

	1.3D.  [bookmark: _Ref63687605]Document improved processes (considering worker adjustments).
	

	4 Monitor and evaluate updated processes

	1.4A.  [bookmark: _Ref63687609]Develop and distribute survey to determine effectiveness of updated meeting process (Note: Assessor may complete survey if simulated).
	

	1.4B.  [bookmark: _Ref63687649]Review survey data in light of positive performance indicators.
	

	1.4C.  [bookmark: _Ref63687653]Develop recommendations for improvement and develop an action plan which outlines:
· Resourcing requirements
· Roles and responsibilities
· Training needs 
· Timelines, including priorities for implementation
· Positive performance indicators that will be used to determine effectiveness
	

	1.4D.  [bookmark: _Ref63687670]Summarise outcomes of monitoring and evaluation for PCBU in a report. 
	

	The Participant’s performance was:  Satisfactory     Not Satisfactory
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