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BSBWHS413 
Contribute to implementation and maintenance of WHS consultation and participation processes 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS413 Contribute to implementation and maintenance of 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
	Russell Grieve




	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.




	Participant name
	Russell Grieve

	
	

	Participant signature
	
	
	

	Date
	26/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	5
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref396827952]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, 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
	CB Energy

	Workgroup
	Overhead Construction





	ACTIVITY 1  [bookmark: _Ref36037761]

	For the three (3) individuals/parties:
a) [bookmark: _Ref36037771]Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) [bookmark: _Ref36037782]Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) [bookmark: _Ref36037846]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

	Workers (including supervisors)

	Roles, duties, rights and responsibilities regarding consultation and participation

	Participate in meetings and communicate any health and safety issues/ matters on site.
Follow directions given by the PCBU and used all PPE, training as required.
Complete reports relating to WH&S and comply to the best of their ability

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Codes of Practice (Relevant to tasks being undertaken)
Customer regulations and requirements
AS/NZS3000
Internal procedures, WMS and Policies

	Communication method and timeframe

	Toolbox talks/ prestart – each morning
Confirm Email updates when received.
Weekly site project meetings
Taking notice of Notice Boards or Flyers as distributed





	Name of Individual/Party 1

	Person Conducting Business or Undertaking (PCBU)

	Roles, duties, rights and responsibilities regarding consultation and participation

	An obligation to provide a facility for consultation and a participation process. 
Provide relevant information to all workers via information dissemination processes

Workers should be given a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision-making process.

The views of the workers should be considered by the PCBU

Workers to be advised of the outcome of the consultation in a timely manner
· allow/provide access to the Health and Safety Representative (HSR) to information regarding health and safety issues and matters. 

· Provide HSR with resources facilities and assistance to communicate both ways in the workplace 


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (QLD)
Work Health and Safety Regulation 2011(QLD)
Codes of Practice
Guidance Publications
AS/NZS3000
CBE policies and procedures

	Communication method and timeframe

	Management Meeting – Fortnightly
Site Managers Meeting – Weekly
Project Managers Meeting - Weekly 




	Name of Individual/Party 2

	Health and Safety Representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	Monitor the compliance of the business
Raise, discuss and resolve WHS issues raised by workers
Investigate complaints about WHS matters
Inquire into risks to health and safety
Inspect the workplace after reasonable notice
Accompany inspectors during inspections of the workplace
Direct to cease unsafe work and issue Provisional Improvement Notice (PIN, N/C)
Consider training requirements and awareness of workers



	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 (QLD)
Work Health and Safety Regulation 2011(QLD)
Codes of Practice
Guidance Publications
AS/NZS3000
CBE policies and procedures

	Communication method and timeframe

	Management Meeting – Fortnightly
Site Managers Meeting – Fortnightly
Project Managers Meeting – Fortnightly
Onsite Process Audits – via Sample Planning requirements
Site Meetings with customers and stakeholders as required




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref36037958]

	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) [bookmark: _Ref36038082]Briefly describe the process
b) [bookmark: _Ref36038172]Explain your role in the setting up and running of this process
c) [bookmark: _Ref36038174]Describe how you communicate with individuals and parties about what these processes are
d) [bookmark: _Ref36038177]Describe how you support the participation of individuals and parties in these processes
e) [bookmark: _Ref36039654]Identify the ways in which the WHS information shared through each process should be recorded and stored




	Name of process

	Work team meetings

	Describe process

	Weekly meetings with work team, project manager and management to discuss issues and resolutions to issues as they arise. 

	Your involvement in set up and running of process

	Supply meeting agenda prior to the meeting occurring so everyone is prepared.
Include prior issues or resolutions and responsible person
Contribution of ideas and implementation of any process that is not being effectively followed.
New processes or procedure requiring consultation. 
Provide additional information to stakeholders and other managers regarding WHS issues  

	How you communicate with individuals and parties about process

	Face to face in meetings with site supervisors.
Site Supervisors to relay topics
Site toolbox meeting with ground staff when required 
Any outcomes from meetings that are required to be communicated further are sent through email.

	How you support participation of individuals and parties in process

	Individuals and parties are invited to attend and then asked their opinions or views on issues to assist in the process.
Communication boxes on major sites for ground staff to input ideas 
Minutes are distributed prior to the meeting for thoughts to be raised.
Site Supervisors bring updates from the field 

	[bookmark: _Hlk36039519]Recording and storing WHS information

	Meeting minutes are taken and notes and provided on issues to be followed up with time frame and persons attached to actionable items
Attendee lists for all site meetings
Meeting minutes and associated paperwork are uploaded to the internal server in date order and kept indefinitely





	Name of process 1

	Toolbox / Prestart meetings

	Describe process

	Toolbox meeting at the beginning of the workday, on site. 
This is done with all workers/ sub contactors and visitors to site to ensure all information is communicated effectively
This is done in conjunction with SWMS checks and signings if required

	Your involvement in set up and running of process

	Toolbox procedures/ documentation are set up regarding specific issues prior to being sent to site

	How you communicate with individuals and parties about process

	Initial induction for workers.
Site Supervisors to coordinate daily pre starts
Toolbox documents are sent to all sites and all parties are encouraged to approach management regarding any issues

	How you support participation of individuals and parties in process

	All individuals on site are to be present for the toolbox and sign the document once they have understood the issues discussed

	Recording and storing WHS information

	Daily prestart meeting minutes and forms are returned to the office and filed in the job file




	Name of process 2

	Weekly SMS delivery

	Describe process

	SMS sent to all workers in the business explaining changes occurring and reminders for such things as timesheet cut-off, accounts and purchase orders etc 

	Your involvement in set up and running of process

	Advise office of WHS information that needs to be delivered to the workers including reminders about prestart meetings, plant instructions and SWMS that are required

	How you communicate with individuals and parties about process

	This SMS is sent to all work phones and private phones. The same message is sent to all i-pads messenger app.

	How you support participation of individuals and parties in process

	Any responses to the messages sent are replied to on my work phone.  This allows all incoming messages to be centred in one central place

	Recording and storing WHS information

	Messages sent are kept on file on the CB Energy internal server




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref36037897]

	For the two (2) individuals/parties listed below: 
a) [bookmark: _Ref36037900]Identify what is required for them to effectively be involved in consultation and participation 
b) [bookmark: _Ref36038919][bookmark: _Ref36043688]Outline what training should be provided to assist in the improvement of their consultation and participation, identifying legislative requirements 




	Name of Individual/Party 1

	Person Conducting a Business or Undertaking (PCBU)

	Required for effective involvement in consultation and participation 

	Consultation is a collaborative process between PCBUs and their workers. It involves sharing information about work health and safety and ensuring that views of workers are considered when making decisions about health and safety at the workplace. The HSR may be the link between the PCBU and the workgroups for the raising and implementing of the WHS policies.


	Training that may be provided to assist

	Training is provided by WHS QLD and various independent industry bodies throughout the year that focusses specifically on implementation of the WHS legislation.
 




	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	An HSR is elected by the work group members to represent the health and safety interests of the work group. This representative must be contactable at all time and able to listen, understand and communicate the issues on the behalf of the workgroup.  

	Training that may be provided to assist

	Various RTO’s conduct initial HSR training for workers to attend to fulfill these roles.  Additional refresher training in also available for current HSR members.
Independent industry bodies also carry training throughout the year on various topics including the roles and responsibilities of the HSR and how they can be most effective. 




	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref36041974]

	Consider how feedback can be gathered about current WHS consultation and participation processes:
a) [bookmark: _Ref36042547]Identify two (2) methods that can be used to gather feedback on the effectiveness of existing WHS consultation and participation processes
b) [bookmark: _Ref36042606]Identify which stakeholders in the workplace should receive this information and how it should be documented and communicated to them




	Methods for gathering feedback on existing consultation and participation process

	Various methods are utilised in gathering feedback,
Staff specific message and email line for any enquiries
Suggestion / Communication boxes for anonymous contributions
New Business to be added to the meeting minutes if there any new issues
One on One interactions prior to and after meetings to confirm understandings
 

	Relevant stakeholders

	The company directors or principle.
Employees and their representatives
HSEs and OHS committees 
Government organisations
Shareholders
Clients
Unions


	Documenting and communicating findings

	Agendas supplied prior to the meetings, minutes of previous meetings, new areas of conversation should all be scanned and logged on the internal server.
This sis generally in a public folder so all staff can access if required




	Satisfactory Outcome
	
	





	ACTIVITY 5  [bookmark: _Ref36038018]

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified:
a) [bookmark: _Ref36042576]Provide a measure that could be implemented to remove the barrier 
b) [bookmark: _Ref36042681]Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Work Site distance / Geography

	Measure to remove barrier

	Electronic communications such as messages, face time and emails

	Contribution to development of measure

	Discussions during weekly management meetings identified the issue, and the solution sought was an iPad with electronic meetings was identified as the best solution. 

	Contribution to implementation of measure

	Company iPads have been issued to all Project Managers, Supervisors, Leading Hands and most stand-alone workers.  Training was provided in the various applications within the iPad to better utilise the use of the device. 

	Contribution to evaluation of measure

	Any issues are communicated to the office and ongoing troubleshooting occurs as the issues arise.  




	Describe barrier 2

	Shift Work

	Measure to remove barrier

	Project Managers and Supervisors compile all works equipment and paperwork in a dedicated position in the office.  Night shift pin board implemented for communication with night shift workers

	Contribution to development of measure

	Discussions during weekly management meetings identified the issue, due to works being missed and non -conformances being issued both internally and by customers and stake holders

	Contribution to implementation of measure

	All night shift were advised of the additional areas specifically for the shift workers at a toolbox meting and the sent to all staff that may be asked to work different shifts.

	Contribution to evaluation of measure

	Constant evaluation occurs as the productivity rates of night shift is checked constantly




	Describe barrier 3

	Literacy skills/ Language

	Measure to remove barrier

	Onsite talks and consultation to ensure issues are raised effectively and that a barrage of messages don’t get lost

	Contribution to development of measure

	This is made clear through the initial induction stage. This additional measure is developed by having additional toolbox talks and attending sites and showing acceptance that we are not all on the same level.

	Contribution to implementation of measure

	Site visits are conducted on sites where we know that staff are that require additional assistance in understanding the messages and information sent from the office.  Additional training was required for some workers to ensure they could access this information/ technology


	Contribution to evaluation of measure

	At the commencement of toolbox meetings or management meetings we allow extra time for one on one consultation if staff required additional information. 
This allows anyone to come forward if required. Evidence of improvements are noticed in adherence to new policies and procedures.




	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
	Russell Grieve

	
	

	Participant signature
	
	
	

	Date
	26/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




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

	4
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351038]ASSESSOR COMMENTS

	


True or False (Tick your response): Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35350969]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: _Ref36046461]True or False (Tick your response): Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref35417543]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 related to WHS
	

	
		Having separate work sites
	




Quiz - BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes

	Quiz - BSBWHS413 Contribute to implementation and maintenance of WHS consultation and participation processes


BSBWHS413 
Contribute to implementation and maintenance of WHS consultation and participation processes


	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
	Russell Grieve

	
	

	Participant signature
	
	
	

	Date
	26/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS413
Contribute to implementation and maintenance of WHS consultation and participation processes

	Practical Task 1

	Description of task:
You are required to call and conduct a meeting with workers with regards to WHS consultation and participation, including:
· Developing and delivering a short presentation (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 audience feedback about current WHS consultation and participation processes

After the meeting you are required to:
· Collate the minutes of the previous meeting with workers
· Consider and assess recommendations to implement and maintain improvement measures 
· Request a meeting with PCBU (via face-to-face delivery or real-time video, as arranged with your assessor) 
· Document improved processes for implementation with workers

The participant is to submit the following evidence with this Practical Assessment sheet. This includes:
· Meeting agenda and minutes
· Presentation materials (e.g. PowerPoint) for workers and PCBU
· Documentation of improved processes for workers 

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. 

	Assessment of task

	Name of participant:
	

	Name of assessor:
	

	Location:
	

	Date:
	

	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]Develop a presentation which explains:
· Yours and the audience’s legal and organisational requirements regarding WHS consultation and participation – including duties, rights and responsibilities 
· Two (2) current/common WHS consultation and participation processes 
	
	1.1B.  [bookmark: _Ref36106045]Prepare an agenda for the meeting and send along with invitation to attendees (as a minimum, the assessor).
	
	1.1C.  [bookmark: _Ref36106065]Set up and deliver presentation (in person/via live stream video).
	
	2 Seeking and assessing feedback

	1.2A.  [bookmark: _Ref36106080]Seek audience feedback about current WHS consultation and participation processes including:
· Barriers to processes
· Opportunities for improving processes for sharing WHS information and data
	
	1.2B.  [bookmark: _Ref36106091]Record meeting minutes. 
	
	1.2C.  [bookmark: _Ref36108300]Consider and assess recommendations to implement and maintain improvement measures (including training requirements).
	
	3 Improvement of consultation and participation processes

	1.3A.  [bookmark: _Ref36106169][bookmark: _Ref35418577]Request a meeting with the PCBU which: 
· Explains the role of WHS consultation in the workplace, including the PCBU’s legal and organisational role, duties, rights and responsibilities 
· Discusses the findings of the meeting (referring to meeting minutes)
	
	1.3B.  [bookmark: _Ref36109918]Set up and deliver meeting (in person/via live stream video).
	
	1.3C.  [bookmark: _Ref36109962]Seek PCBU feedback/adjustments to offered recommendations.
	
	1.3D.  [bookmark: _Ref36108231]Document improved processes (considering PCBU adjustments) for implementation with workers. 
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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