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ASSESSMENT FOR BSBWHS502

	Student name
	Chris Tauri

	Date of assessment submission
	24/11/2019


	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

	(ii) WHS consultation and participation requirements
	· Workbook response (below)

	(iii) Review and develop existing WHS consultation and participation processes
	1 Workbook response (below)

	(iv) Supporting, monitoring and evaluating WHS consultation and participation 
	2 Workbook response (below)





ACTIVITIES

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

	Name of workplace
	Iceworks Design PTY LTD



	a) 

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

(a) Explain the roles, duties, rights and responsibilities of these parties regarding:
3 Consultation, representation and participation
4 Discriminatory, coercive and misleading conduct
(b) Identify the legislative and organisational documents (i.e. Act, Regulation, Codes of practice, standards, guidance material, policies, procedures and systems) which outline these roles, duties, rights and responsibilities
5 Identify where these documents can be accessed




	Consultation, representation and participation

	PCBUs

	A PCBU must consult, so far as reasonably practicable, with workers who carry out work for the business or undertaking and who are (or are likely to be) directly affected by a health and safety matter. (Act Part 5 Division 2 Section 47 (1).

If more than one person has a duty in relation to the same matter, each person with the duty must, so far as reasonably practicable, consult, co-operate and co-ordinate activities with all other persons who have a duty in relation to the same matter. (Act Part 5 Division 2 Section 46, WHS consultation, co-operation and co-ordination Code of practice 2011)

Primary duty of care (Act Part 2 Division 2 Section 19 3f)
A PCBU must ensure, so far as reasonably practicable the provision of any information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out as part of the conduct of the business or undertaking.

A PCBU who commissions construction work in relation to a structure, or part of a structure, must consult with the designer, so far as reasonably practicable, about how to ensure that health and safety risks arising from the design are eliminated or at least minimised so far as reasonably practicable. (Regulation Part 6.2 Sub reg 294 (1).

Consultation must include any information that the person who commissions the construction work has in relation to the hazards and risks at the workplace where the construction work is to be carried out. (Regulation Part 6.2 Sub reg 294 (2).

An Officer for the PCBU should show due diligence to 
· ensure the PCBU complies with their duty or obligation.
· Also take reasonable steps to acquire up-to-date knowledge of WHS matters.
· Gain an understanding of the nature of the business or undertaking and generally the hazards and risks associated with those operations.
· Ensure the PCBU has available for use, and uses, appropriate resources and processes to eliminate or minimise risks to Health and Safety from work carried out.
· Ensure the PCBU has appropriate processes for receiving and considering information regarding incidents, hazards and risks and responding in a timely way.
The Management of WHS in the Commonwealth jurisdiction [Comcare]



	Workers

	A Worker defined in the Act (Division 3 Subdivision 2 part 7) as a person who carries out work in any capacity for the PCBU, whether an
(a) Employee.
(b) Contractor or subcontractor.
(c) An employee of a contractor or subcontractor.
(d) An employee of a labour hire company who has been assigned to work in the persons business or undertaking.
(e) An out worker.
(f) An apprentice or trainee
(g) A student gaining work experience.
(h) A volunteer.
(i) A person of a prescribed class.

According to the WHS Act Division 4 Section 28 while at work, a worker must
(c) Comply, so far as reasonably able, with any reasonable instruction that is given by      the PCBU to allow the person to comply with the Act.
(d) Co-operate with any reasonable policy or procedure of the PCBU relating to health and safety at the workplace that has been notified to workers.

Part 5 Division 2 Section 47
(2) If the PCBU and the workers have agreed to procedures for consultation, the consultation must be in accordance with those procedures.
(3) The agreed procedures must NOT be inconsistent with Section 48 of the Act which states that
6 (b) workers be given reasonable opportunity to
(i)  Express their views and to raise WHS issues relating to the matter and
(ii) To contribute to the decision-making process relating to the matter
(c) That the views of the workers are taken into account by the PCBU.
(d) That the workers consulted are advised of the outcome in a timely way.

2 If the workers are represented by an HSR, that the consultation must involve that HSR.  


	Inspectors

	Part 9 Division 2 Section 160 of the Act

An Inspector has the following functions and powers under the Act.
(a) Provide information and advice about compliance with the Act.
(b) To assist in the resolution of-
(i)       Work health and safety issues at workplaces and
(v) Issues related to access to a workplace by an assistant to a health and safety representative and
(vi) Issues related to the exercise or purported exercise of a right to entry under part 7
(c) To review disputed provisional improvement notices
(d) To require compliance with the Act through the issuing of notices
(e) To investigate contraventions of the Act and to assist in the prosecution of offences
(f) Any other function or power conferred on the inspector under the Act.


	Entry permit holders

	Part 7 Division 2 Section 118 (1) Rights of an entry permit holder that may be exercised while at a workplace.
(b) Consult with the relevant workers in relation to a suspected contravention.
(c) Consult with the relevant PCBU about a suspected contravention.

Part 7 Division 2 Section 119 Notice of entry
(1) A WHS entry permit holder must, as soon as reasonably practicable after entering a workplace under this division, give notice of the entry and the suspected contravention, as prescribed by regulation, to –
(c) The relevant PCBU and
(d) The person with management or control of the workplace.
(2) Subsection (1) does not apply if to give notice would
(a) Defeat the purpose of the entry to the workplace or
(b) Unreasonably delay the WHS entry permit holder in an urgent case.

Part 7 Division 3 Section 121 Entry to consult and advise.
(1) A WHS entry permit holder may enter a workplace to consult on WHS matters with, and provide advice on those matters to, 1 or more relevant workers who wish to participate in the discussions.
 

	Documents which outline roles, duties, rights and responsibilities

	Work Health & Safety Act 2011
Work Health & Safety Regulation 2011 
WHS consultation, co-operation and co-ordination Code of practice 2011
How to mange WHS risks Code of practice 2011

All above documents are accessible online




	Discriminatory, coercive and misleading conduct

	Part 6 Division 1 of the Act prohibits discriminatory, coercive or misleading conduct.
Section 104 
(1) A person must not engage in discriminatory conduct for a prohibited reason.
(2) A person commits an offence under subsection (1) only if the reason mentioned in section 106 was the dominant reason for the discriminatory conduct.

Section 105
(1) For this part, a person engages in discriminatory conduct if
(a) The person
(i)         Dismisses a worker; or
(ii) Terminates a contractor for services with a worker; or
(iii) Puts a worker to his or her detriment in the engagement of the worker; or
(iv) Alters the position of a worker to the workers detriment; or
(b) The person – 
(i)     Refuses or fails to offer to engage a prospective worker; or
(ii)    Treats a prospective worker less favourably than another prospective worker would be treated in offering terms of engagement; or
(c) The person terminates a commercial arrangement with another person; or
(d) The person refuses or fails to enter into a commercial arrangement with another person.

(2) For this part, a person also engages in discriminatory conduct if the person organises to take any action mentioned in subsection (1) or threatens to organise or take that action. 


Section 107
A person must not request, instruct, induce, encourage, authorise or assist in discriminatory conduct in contravention of section 104.

Section 108
A person must not organise or take, or threaten to organise or take, any action against another person with intent to coerce or induce the other person, or third person – 
(a) To exercise or not to exercise a power, or to propose to exercise or not to exercise a power, under this Act; or
(b) To perform or not to perform a function, or to propose to perform or not to perform a function under this Act; or
(c) To exercise or not to exercise a power or perform a function, or to propose to exercise or not to exercise a power or perform a function in a particular way; or
(d) To refrain from seeking, or continue to undertake, a role under this Act.

Section 109 Misrepresentation
(1) A person must not knowingly or recklessly make a false or misleading representation to another person about that other person’s – 
(a) Rights or obligations under this Act; or
(b) Ability to initiate, or participate in, a process or proceedings under this Act; or
(c) Ability to make a complaint or inquiry to a person or body empowered under this Act to seek compliance with this Act.



	Documents which outline roles, duties, rights and responsibilities

	Work Health & Safety Act 2011
Worksafe Australia interpretative guideline
QSafe Solutions Quick guide to Legislation


Documents accessible online





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	b) 

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




	Name of WHS consultation and participation process

	Weekly WIP (work in progress) meeting.

	Individual/parties involved in review

	The Head of the design team & Artistic Director (Chairperson)
The Office Manager (minutes)
The Construction Manager
The Workshop Manager
The Health & Safety Representative
The Workers

	Review outcomes

	In relation to health & safety, both the Office Manager & Construction Manager, who are jointly responsible for employee inductions, highlighted the fact that the company H&S Policy & Procedures Manual, which each employee reads & receives as part of their induction, contained several procedures that are now irrelevant to the companies current mode of operation and suggested that these procedures could possibly be removed from the document to aid in stream lining the induction process.

Consultation with all relevant parties would therefore be required to verify their concerns and allow opportunity for discussion regarding the matter.

	Areas for improvement and opportunities for extending process

	Remove all unnecessary procedures from manual. 
· [Part 5 division 2 section 49 (e v)].

In the case of Iceworks, the nature of the business and the size of the work group, both the weekly WIP meeting and daily toolbox, both of which are recorded, offer the perfect platform with which to consult directly with the group as a whole with regards to health & safety matters.

There is a standard agenda with ‘new items’ or ‘new business’ being the opportunity for all to participate.
· [Part 5 division 2 section 48]

Should an individual feel hesitant in speaking in larger groups, the HSR, Workshop Manager or Construction Manager are always on hand or contactable for one on one discussions.
 
The ‘Hybrid’ method of establishing a WHSMS (work health & safety management system), that is both voluntary (stakeholder driven) and mandatory (driven by legislative requirements) is conducive to a business of this size in maintaining a ‘safe place’ principle control strategy while working towards customising a WHSMS.

 The collection of data via regular auditing tools, formal & informal consultation with the workgroup and the review of this data will no doubt aid in developing a sound action plan with regards to development and implementation of ongoing improvements to a WHSMS.

	Action plan

	Do we comply? YES 
· Consultation with ALL relevant parties at the weekly WIP.
[Part 5 division 2 section 49]

· Review the document. (ask for a volunteer to read the document) (HSR)
· Have copies of the document available so everyone has one. (Office Manager) 
      -    Read through the document with the work group a procedure at a time, pausing to emphasise the particular procedures that have been flagged, giving also an opportunity for discussion on each procedure as to their merit.
[Part 5 division 2 section 48]

      -    Once discussions are complete, summarize by reviewing what has been discussed, using the minutes of the meeting,
  
      -    Agree that a draft document will be drawn up and presented to the work group at the next WIP for further discussion and or approval. (HSR & Office Manager)
[Part 5 division 2 section 48 (1d)]

      -    Once approved by all parties, seek sign off & implementation of the document by the workgroup. (HSR & Office Manager in the form of sign off sheet accompanying the document to confirm that all parties involved have read & understand the changes made to the document).
  
      -    With regards to implementation each employee should therefore be re-inducted and presented with the new document. 




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	c) 

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




	Advice and support

	Literacy or linguistic support may be required in some cases where there is a culturally diverse workgroup.
It is the responsibility of the PCBU to identify any cultural and language challenges in their workplace and put in place appropriate processes to address these challenges.

Safe Work Australia provide “working safely in Australia” information sheets that are available online.
The engagement of a professional translation service that specializes in OHS could also address these challenges.
The NSCA also provide onsite OHS training services.

	Evaluating success of improvements

	Ongoing improvement can be evaluated through the use and review of KPI’s.
Positive performance indicators such as; 
· The number of safety audits conducted.
· The percentage of sub-standard conditions identified and corrected as a result of the safety audit.
· The percentage of workers receiving OHS training.

With regards to the example of Activity 2, the success of the improvement could be measured by the provision of immediate feedback on the process and the management of the matter, in this case, the changes made to the Policy & Procedures Manual.

This information could be collected by the HSR or the induction team in the form of a;
· Direct conversation with parties involved with the consultation, whether formal (toolbox meeting) or informal (a chat)
· Questionnaire introduced to the induction process as to the merit and the method of the delivery of the information. 


	Addressing potential barriers

	System design faults foreseen to the implementation and effectiveness of improved processes could be a failure to customise systems to organisational needs or restricting OHS to technical experts and failing to train and involve employees.

A second barrier to effectiveness is the inappropriate use of audit tools which can induce system design faults.

Addressing these potential barriers begins with having a clear vision of what you want to achieve.
· Relaying that vision to the work group
· Identifying any training required through a TNA (training needs analysis) with regards to WHS awareness, information presentation, auditing skills.
· Define roles & responsibilities of team championing these changes
· Define targets & timelines for implementation.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	(2) Which of the following matters are addressed within the Work Health and Safety Act 2011 (Qld)? Select all that apply.
☒ 	Health and safety duties
☒ 	Consultation, representation and participation
☐ 	Tips for communication
☒ 	Discriminatory, coercive and misleading conduct
☒ 	Workplace entry by WHS entry permit holders

	☐

	(3) 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

	☐

	(4) Which of the following individuals and parties may be involved (directly or indirectly) with WHS consultation and participation processes and their outcomes? Select all that apply.
☒ 	Health and safety committees
☒	Managers and supervisors
☒ 	PCBUs or their officers
☒ 	Workers

	☐

	(5) Which of the following systems need to be considered when implementing changes to WHS consultation and participation processes? 
Select all that apply. 
☒	WHS policy procedures, processes and systems
☒ 	Accounting
☒ 	Human resources
☒ 	Management

	☐

	(6) 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 
☒ 	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

	· Consult with others, in writing and verbally, about a WHS consultation and participation process:
20 Review the process against legislative and organisational requirements
	☒

	· Consult with others, in writing and verbally, to develop improvements to WHS consultation and participation process:
21 Consider the factors that may impact on implementation of improvements
22 Ensure that existing organisational systems are considered
23 Develop an action plan for implementation of improvements, considering resources, responsibilities, timelines and training needs
	☒

	· Support implementation of improvements:
24 Provide advice and support to individuals and parties
25 Develop and undertake evaluation process in consultation with individuals and parties
26 Analyse and evaluate information collected about implemented improvements
27 Consult with individuals and parties in developing an action plan to support necessary changes
	☒

	· Play an active role in verbal interactions, using questioning and active listening to seek opinions and information.
	☒

	· Present processes undertaken in an electronic report format, using correct vocabulary, grammar and register.
	☒

	Name of observer
	[bookmark: _GoBack]Richard Harrison

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☒ Other (specify): Health and Safety Committee Member

	Phone number of observer
	0419 775 660

	Email address of observer
	zakh@jlx.com.au

	Signature of observer
	
	Date
	24/11/2019
	Comments
	Chris has shown due diligence in undertaking this process of review and is a valued team member.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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