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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
	Kayla Watson




	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
	Kayla Watson

	
	

	Participant signature
	
	
	

	Date
	15/10/2020



	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
	CC P&D Pty Ltd

	Workgroup
	CC Group Workforce





	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 and cooperate in inspections, testing, and audits.
May cease, or refuse to carry out, work if the worker has a reasonable concern that to carry out the work would expose the worker to a serious risk to the worker’s health or safety
May express their views and raise work health or safety issues in relation to the matter of the consultation. Can contribute in the decision-making processes
May ask the PCBU to facilitate the conduct of an election for 1 or more health hand safety representatives to represent workers


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 section 48
Work Health and Safety Act 2011 section 50
Work Health and Safety Act 2011 section 84

	Communication method and timeframe

	Through in-house emails, in-person weekly meetings, and at inductions.




	Name of Individual/Party 1

	Person Conducting Business or Undertaking (PCBU)

	Roles, duties, rights and responsibilities regarding consultation and participation

	Duty to consult works 
Provide workers with a reasonable opportunity to express their views, to raise work health and safety issues, and to contribute to the decision-making processes
Take into account the views of workers
Advise workers of the outcome of the consultation in a timely manner
Must allow each member of the H&S committee to spend the time that is reasonable necessary to attend meetings of the committee of to carry out functions as a member of the committee
Must allow access to information relating to hazards, risks, & the health hand safety of workers at the workplace 


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 section 47
Work Health and Safety Act 2011 section 79


	Communication method and timeframe

	Through writing reports, in-person meetings, and in-house emails
Must take all reasonable steps to commence negotiations with workers within 14 days after a request is made.




	Name of Individual/Party 2

	Health and Safety Representatives (HSRs)

	Roles, duties, rights and responsibilities regarding consultation and participation

	Ensure they are trained as HSR and assist with consultation on WHS matters
Represent the workers in the work group in matters relating to work H&S
Monitor compliance of the business
Investigate complaints about WHS matters
Inquire into risks to health or safety
Inspect the workplace after giving reasonable notice
Accompany inspectors during inspections of the workplace
Direct to cease unsafe work and issue a Provisional Improvement Notice

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011 Section 68.
Work Health and Safety Regulation 2011 Section 18

	Communication method and timeframe

	Through in-house emails and in-person weekly meeting. 




	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

	The daily pre-start meeting is a tool for informing the workforce of the planned activities, safe work practices, and environmental protection practices, coordination issues, and any hazards or information that may be relevant to the day’s work. The project manager will conduct this pre-start meeting.

	Your involvement in set up and running of process

	Create the meeting minutes and send to all parties at the end of every meeting. Record all notes and required actions.

	How you communicate with individuals and parties about process

	During the meeting, all parties will have the opportunity to discuss the following:
· Tasks to be performed that day. 
· The potential hazards associated with those tasks are discussed along with proposed control measures to be used in eliminating or minimising the risks to health and safety. 
· Allocation of work tasks and a discussion of the previous day’s productivity. 
· Clashes with other trades and areas that will be locked out during different periods of the shift that day.


	How you support participation of individuals and parties in process

	The meeting is to be documented and all in attendance are to sign it. At this meeting all in attendance are encouraged to have input into the discussion, any concerns raised will be documented and actioned by the supervisor. Any employee or subcontractor who is absent from the prestart meeting, must review the minutes and sign the ‘Pre-Start Meeting Record’ prior to beginning work activities.

	[bookmark: _Hlk36039519]Recording and storing WHS information

	Meeting minutes are recorded and sent to all parties involved at the end of every meeting.




	Name of process 1

	Toolbox Talk

	Describe process

	Toolbox talks are a method of passing health and safety information between management, supervisory staff, employees, and subcontractors. They provide the opportunity to disseminate safety legislative requirements to those in the workplace whilst gathering feedback on procedures and strategies employed by the company. Toolbox talks provide an informal and relaxed forum for workers to have their say regarding issues affecting them.

	Your involvement in set up and running of process

	To ensure the toolbox is adequate prior to issue, review and update as necessary, ensure that changes and the current revision status of documents are identified and ensuring that relevant versions of applicable documents are available. 

	How you communicate with individuals and parties about process

	The toolbox talk is to be held once weekly, prior to pre-start in the morning.  This is when the activity conducted the week before will be discussed with any views or issues workers must be brought up and discussed by the workgroup to allow for alteration to work methods moving forward if required following feedback from site teams.

	How you support participation of individuals and parties in process

	It is mandatory for all CC P&D employees involved in the project work to be in attendance.  Representatives of the Principal are invited to this weekly meeting to deliver any information that needs special attention if required. It is encouraged for all those involved in the toolbox talk to express their views and opinions regarding the H&S onsite. Workers are encouraged to raise concerns, report problems, ask questions about health and safety and make recommendations for safer alternatives to current practices.

	Recording and storing WHS information

	All information spoken about during the toolbox will be recorded and a copy will be kept on the company server for all management and employees to access if required. 




	Name of process 2

	Health and Safety Representatives

	Describe process

	A H&S Representative is chosen via an in-house election process involving all members of the work group. If a majority of the workers so determine, the election may be conducted with the assistance of the plumbing union. Site specific H&S consultation is conducted onsite using the H&S Representative, who is involved in discussions and puts forward the views of the workers they represent to the committee. 

	Your involvement in set up and running of process

	CC P&D will provide all resources, facilities, and assistance to enable elections to be conducted. Once the H&S representative has been decided by the work group, the individual will be appropriately trained. A list of each H&S representative will be provided to all members of the work group and made accessible to workers at all times. 

	How you communicate with individuals and parties about process

	Information is provided for CCP&D staff via the company website, site notice boards, newsletters, emails and reports. Some important information is developed into flowcharts and diagrams to help with easy understanding. Information made available to workers and their health and safety representatives includes:
Health and safety policies and procedures;
Technical guidance about hazards, risks and control measures.;
Hazard reports and risk assessments;
Proposed changes to the workplace, systems of work, plant or substances.;
Data on incidents, illnesses or injuries.


	How you support participation of individuals and parties in process

	Once all information is provided to H&S representatives, they are encouraged to consider the information, discuss it with workers, and then provide feedback to management. 

	Recording and storing WHS information

	All WHS information is recorded and stored as hard copies in the head office files and scanned into the online company server for company wide access. A copy of the H&S representatives is also kept onsite for all work groups to access. Minutes are taken at Committee meetings and the H&S Representative then distributes these and discusses the committee’s actions at the next Toolbox Talk. 




	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 

	Identify hazards and assess risks arising from the work carried out or to be carried out. Make decisions about ways to eliminate or minimise those risks. Make decisions about the adequacy of facilities for the welfare of workers. Propose changes that may affect the H&S of workers. Make decisions about procedures for consulting with workers; resolving H&S issues; monitoring health of workers; monitoring conditions at the workplace and providing information and training the workers.

	Training that may be provided to assist

	Team meetings and in-house training 
Work Health and Safety Act Part 5
Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice 2011 




	Name of Individual/Party 2

	Health and Safety Representative (HSR)

	Required for effective involvement in consultation and participation 

	Represent workers in their work group in relation to work health and safety matters and bringing issues to the attention of the PCBU. Inspect the workplace where their work group works at any time after giving reasonable notice to the PCBU. Accompany an inspector during inspections. Attend interviews between work groups.

	Training that may be provided to assist

	Online and in-house training
HSR Courses 
Work Health and Safety Act 2011 Section 72. 




	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

	Via email 
Suggestion box for workers.

	Relevant stakeholders

	Management, WH&S Representative, Workers

	Documenting and communicating findings

	Feedback will be recorded, stored in the online company server, and communicated with required personnel as per organisational policies and procedures. Feedback is given via email, pre-start, and toolbox to explain the action or inaction and why. 




	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

	Language and Literacy – young workers and those with limited literacy skills may be less likely to speak up on matters they are not sure of. They may find it easier to communicate through their health and safety representative.

	Measure to remove barrier

	Making changes to the method of communication (including structure, formatting, and timing). Ensure the work group understands that the H&S representative is there to discuss any issues on site if they do not feel comfortable speaking up in group meetings. Some important information may also be developed into flowcharts and diagrams to help with easy understanding. 

	Contribution to development of measure

	Assist with incorporate the flowchart or diagram into the applicable policy or procedure.

	Contribution to implementation of measure

	Attend team meeting when the policy or procedure is being explained to ensure an open flow of communication and questions. Ensure all workers understand the flowchart or diagram being presented. Ensure the updated policy/procedure has been communicated to all workers in a clear and concise manner and hard copies are made available.

	Contribution to evaluation of measure

	Ensure the employee signs off the policy once understand and has had the chance to ask questions. Create questions at the end of the toolbox for the worker to answer to ensure they have a full understanding of the procedure or policy.  




	Describe barrier 2

	Other duty holders may refuse to consult, cooperate, or co-ordinate 

	Measure to remove barrier

	Written arrangements within the contract

	Contribution to development of measure

	Talking with the other duty holder to ensure they are aware of their duty and what you consider is needed to comply with it. 

	Contribution to implementation of measure

	Set out requirements in the contract for other parties to consult, co-operate and co-ordinate on safety matters to ensure the other party is clearly aware of the obligation and gives you a contractual right to enforce it. Ensure the other duty holder has signed and agreed to the terms within the contract.

	Contribution to evaluation of measure

	Ensure the other duty holder maintains continuous communication throughout the project. Ensure they attend on-site meetings and ensure they complete their health and safety duties..




	Describe barrier 3

	Lack of consultation and communication skills within management e.g. talking too much, asking closed questions, and inability to understand and communicate effectively with workers in different cultures or backgrounds.

	Measure to remove barrier

	Ensure appropriate training. Use variety of consultation strategies. 

	Contribution to development of measure

	Create a requirement for management to have sufficient training in consultation processes through either an in-person or online course. Ensure management and HSR attend a one-day refresher training per year to ensure their skills are being kept up to date.

	Contribution to implementation of measure

	Help enrol management / WHS Reps into courses to assist with developing consultation skills. Sit with them in person through either group or on-on-one meetings to work through various consultation and communication skills.

	Contribution to evaluation of measure

	Observe management throughout meetings with workers and evaluate the effectiveness of their consultation and communication skills. Ensure the workers feel comfortable communicating back and responding openly toward management within the meetings.




	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
	Kayla Watson

	
	

	Participant signature
	
	
	

	Date
	3/11/2020



	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
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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
	Kayla Watson 

	
	

	Participant signature
	
	
	

	Date
	3/11/2020



	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:
	Kayla Watson

	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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