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ASSESSMENT FOR BSBWHS403

	Student name
	Courtney 

	Date of assessment submission
	3\2\19


	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
	Tlcc

	Workgroup
	Maintenance



	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

	Workgroup supervisor

	Roles, duties, rights and responsibilities regarding consultation and participation

	Taking reasonable steps to ensure that the business implements processes for complying with the duty to consult workers.
consulting ,co-operating and co-ordinating activities with other duty holders
share relevant information. Lead by example

	Documents which outline roles, duties, rights and responsibilities

	[bookmark: _Hlk10273]Code of practice work health and safety consultation, co-operation and co-ordination whs act whs regs, safety management plan, role description, company general induction

	Communication method and timeframe

	Conduct a toolbox training with my work group prior to works commencing. Note on toolbox or prestart document. 
I would give examples to make them better understand and explain what resources they could use if they wish to get more information.
Would also give the workers a copy of the Company general induction, if they didn’t already possess one (from their initial induction with the company) and advise them that a copy of our Safety Management Plan is in the work group safety folder in the work vehicle and is available at all times.
Would encourage group discussion to get feedback and to gauge their level of understanding.  
Once completed, would get all workers to sign that they have received the training and they understand what their roles and responsibilities are.





	Name of Individual/Party 1

	Work group field manager

	Roles, duties, rights and responsibilities regarding consultation and participation

	
· Ensure their decisions and practices are in line with the principles of the WHS Legislation and Company WHS Policy 
· Encourage workers to attend WHS training
· Plan and schedule resources to allow workers to attend WHS training and other WHS matters
· Id measurable WHS objectives and targets, set priorities and monitor progress made towards their achievements
· Lead by example 
· Report all hazards, non-conformances, observations and incidents
· Acknowledge positive performance and discipline unacceptable performance
· Monitor activities and ensure they comply with relevant legislation and company Management systems
· Share relevant WHS information, Alerts, etc with workers
· Provide workers with a reasonable opportunity to express their views, raise WHS issues 
· [bookmark: _GoBack]Facilitate WHS Committee, where workers request one to be formed.


	Documents which outline roles, duties, rights and responsibilities

	Whs act qld sections part 5. CODE OF PRACTICE
| WORK HEALTH AND SAFETY CONSULTATION, CO-OPERATION AND CO-ORDINATION 
 safety management plan, role description, company general induction

	Communication method and timeframe

	 Give the field manager a copy hardcopy of their role description
I would give examples to make them better understand and explain what resources they could use if they wish to get more information.
Would also give the worker a copy of the Company general induction, if they didn’t already possess one (from their initial induction with the company) and advise them that a copy of our Safety Management Plan is in the work group safety folder in the work vehicle and the companies intranet
Would encourage  discussion to get feedback and to gauge their level of understanding.  
Once completed, would get all worker to sign that they have received the training and they understand what their roles and responsibilities are. As soon as is practicably possible


	





	Name of Individual/Party 2

	worker.

	Roles, duties, rights and responsibilities regarding consultation and participation

	Workers have a duty of care for their own health and safety that they don’t adversely affect the health and safety of other people. Report hazards. workers must comply and cooperate with reasonable instruction in health and safety policy and  procedure of consultation at the workplace
Workers have the right to be represented in relation to whs by a whsr who has been elected to represent their work group
To achieve the above, workers would need to understand the responsibilities of their role and duties and how to resource relative information


	Documents which outline roles, duties, rights and responsibilities

	WHS act qld part 5
Code of practice Work health and safety consultation, co-operation and co-ordination safety management plan, role description, company general induction

	Communication method and timeframe

	General inductions at the beginning of work, daily prestart meetings, toolbox meetings when required.. a hard copy of their role description that’s  accessible to them




	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

	Having a regular meeting with all staff from all workgroups raising and discussing whs topics  openly

	Your involvement in set up and running of process

	Choosing the time for these meetings choosing the relevant whs topics to be discussed and allowing room for feedback on any relevant whs topic

	How you communicate with individuals and parties about process

	Verbally and with a hard copy of the hand out. Ask questions to gauge their understanding and to encourage their input

	How you support participation of individuals and parties in process

	By allowing open feedback relevant to their concerns and the topics. Face to face discussions and the ability to brainstorm solutions with all participants involved




	Name of process 1

	Toolbox meetings


	Describe process

	Toolbox meetings are for training and are normally preformatted but could be regarding a situation on our immediate worksite

	Your involvement in set up and running of process

	Tool boxes will be prepared at regular intervals. Arranging the current topics to be discussed by discussing potential hazards identified from risk assessments and SWMS and to explain the controls implemented to negate these hazards

	How you communicate with individuals and parties about process

	Verbal communication and hardcopy. Persons attending meeting will sign onto daily prestart risk assessment toolbox talk form to indicate their presence and understanding of matters discussed

	How you support participation of individuals and parties in process

	Encouraging discussions on whs issues and for the group to have input into injury preventative controls




	Name of process 2

	Work prestart meetings


	Describe process

	Work prestart meetings are held to discuss what work will be done today, issues that may arise, debrief on any issues from previous days, WHS reminders (e.g; hot – drink plenty of water, work in the shade where possible etc; 


	Your involvement in set up and running of process

	Before starting for the day discussing: review of schedule, potential hazards, safe work practices, topics deemed timely by subject matters  or events.

	How you communicate with individuals and parties about process

	Verbally encouraging maximum participation by encouraging questions and asking question of staff about the topics

	How you support participation of individuals and parties in process

	Workers are encouraged to provide feedback and suggestion at these times, observations accompanied by formal and informal conversation also





	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

	Work group field manager

	Required for effective involvement in consultation and participation 

	Be there/available, participating in workplace meetings, observing staff, face to face formal and informal conversation

	Training that may be provided to assist

	Inductions, prestarts and toolbox meetings, on the job training and whs training

	Your involvement in delivery of training

	Supporting the delivery and effectiveness of training through observation and  discussion with staff  involved to review their understanding




	Name of Individual/Party 2

	Workers

	Required for effective involvement in consultation and participation 

	Having knowledge of their roles and duties in their position and having an understanding of the workplaces policies, processes and procedures

	Training that may be provided to assist

	Inductions, on the job training, whs training (whs risk management, first aid, critical incident management etc;) 

	Your involvement in delivery of training

	Organising the inductions and formal training, delivering the informal whs training when required




	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

	Geography

	Measure to remove barrier

	Access to departmental resources

	Contribution to development of measure

	Setting up access to the business’s intranet for all geographical locations of the company

	Contribution to implementation of measure

	Intranet training for all staff accessing the business’s intranet and that they can only access what they are authorised to access

	Contribution to evaluation of measure

	Making sure all the necessary information is accessible to all staff that it’s intended for.  




	Describe barrier 2

	Dispute resolution procedure

	Measure to remove barrier

	A clear conflict resolution process

	Contribution to development of measure

	Developing a quick, fair, transparent dispute resolution procedure that is handled with sensitivity to the dispute at hand, ensuring all employees are made aware of the process

	Contribution to implementation of measure

	Using the developed conflict resolution process when necessary 

	Contribution to evaluation of measure

	Reviewing of the effectiveness of the procedure to see if it cannot be improved upon .





	Describe barrier 3

	Culture

	Measure to remove barrier

	Develop a strong safety minded culture.

	Contribution to development of measure

	a training register as well bringing attention to whs processes and procedure at meetings, prestarts and toolbox talks

	Contribution to implementation of measure

	Formal and informal training programs, refresher training

	Contribution to evaluation of measure

	Evaluation forms for training, reviews and observation of staff, meeting sign on sheets to acknowledge they were in attendance and understood the training




	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
	

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

	Phone number of observer
	

	Email address of observer
	

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




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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