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BSBWHS412 
Assist with workplace compliance with WHS laws 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS412 Assist with workplace compliance with WHS laws 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. 
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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
	Lucy Nasser

	
	

	Participant signature
	
	
	

	Date
	13/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





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

	3
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	ASSESSOR COMMENTS

	


NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.

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

	Name of workplace
	Cross River Rail




	ACTIVITY 1  [bookmark: _Ref35349341]

	a) Identify current legislation and related documentation that will be relevant to your chosen workplace, and where such documentation can be found. 
b) For each document identified, outline one (1) excerpt or requirement that it specifies for your chosen workplace.
c) Use an example to explain how the identified excerpt or requirement is relevant to your workplace



Example:
	Name and location of Legislation (Commonwealth or State)  

	Work Health and Safety Act 2011 (Qld) found at www.legislation.qld.gov.au

	Relevant excerpt/requirement for chosen workplace

	Section 19: A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers.

	Link to workplace

	As a workplace that requires high risk work tasks to be undertaken (e.g. training in dogging, rigging, scaffolding, forklift use), the health and safety of workers must be ensured by the person conducting a business or undertaking. This does not require all measures to be implemented, but those considered to be reasonably necessary, such as providing safe plant, information, instruction and training. 




	Name and location of Legislation (Commonwealth or State) 

	Building Act 1975
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-1975-011

	Relevant excerpt/requirement for chosen workplace

	S67(1) A building development approval for any temporary building or structure must include a condition that— (a) limits the period during which the temporary building or structure may remain in place; and (b) requires removal or demolition of the temporary building or structure at the end of the period.

	Link to workplace

	Temporary structures are required onsite as there is a short term need for offices and amenities on the construction site. These temporary structures are constructed during the site establishment and demobilisation after completion of the project works. Overall, they have a limited time frame for usage. 



	Name and location of Regulation 

	Building Regulation 2006
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2006-0227

	Relevant excerpt/requirement for chosen workplace

	S16ZHA Fire safety risk mitigation measure, in relation to a private building, means a measure that reduces the risk of— (a) a fire at the building; or (b) injury or illness to a person arising from a fire at the building.

	Link to workplace

	To minimise the risk of injury arising from a fire there are regular emergency evacuations drills held, training is provided for the use of fire extinguishers (PUAWER008B - Confine small workplace emergencies) and emergency information is located around site both in the offices and work areas. 




	Name and location of Code of Practice

	PN12522 Concrete pumping Code of Practice 2019
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0003/184629/concrete-pumping-cop-2019.pdf

	Relevant excerpt/requirement for chosen workplace

	4.2.2 Maintaining stability of mobile concrete placing booms
Ground conditions can vary dramatically from one workplace to another, and even within the one workplace. Failure to address poor ground conditions to ensure stability of the mobile concrete placing boom may cause the plant to overturn and result in serious injury to the concrete pump operator and other people near the plant. 

	Link to workplace

	Whilst the operation of a concrete pump is a High-Risk Task and has potential to damage, cause injury or death. There are various factors to be considered whilst a concrete pump is in operation. Ground conditions on a construction site can vary and the stability of any plant can be impacted by poor ground conditions. This will include any uneven ground, excavations or trenches. It is also important to ensure that the materials used to stabilise the plant are certified for use. 




	Name and location of Standard

	ISO 18893:2014 Mobile elevating work platforms - Safety principles, inspection, maintenance and operation. Available through online subscription with TechStreet https://subscriptions.techstreet.com/products/665388

	Relevant excerpt/requirement for chosen workplace

	5.2.3 Pre-start inspection
Before use each day or at the beginning of each shift, the MEWP shall be given a visual inspection and functional test by the operator, including but not limited to the following:
a) operating and emergency controls;
b) safety features;
c) personal protective equipment;
d) air, hydraulic, and fuel system for leaks;
e) cables and wiring harness;
f) loose, damaged, worn, or missing guards or parts;
g) tyres (where applicable, tyre pressure), wheels, and wheel fasteners;
h) instructions, warnings, control markings, and operating manual(s);
i) structural items, extending structure, and stabilizers;
j) work platform, including guardrail system, floor, anchorage, and mounting;
k) cleanliness and general signs of damage;
l) brake operation and performance;
m) lights (when applicable);
n) fluid levels including engine coolant, engine oil, and hydraulic oil;
o) pins and pin-securing devices and visible damage to the prime means of support for the work platform and extending structure;
p) operation of stabilizers/outriggers, extendable, and oscillating axles; and
q) other items specified by the manufacturer.

	Link to workplace

	A Prestart inspection is completed prior to use and is a risk management tool. 

An operator, ground personnel and spotters should complete the prestart inspections ensuring that they have physically check the operational state of the MEWP. A prestart inspection is also a way to familiarise new operators with the MEWP including:
· Weight & height;
· Length & width;
· Make & model
· Complexity of the operation and controls;
· MEWP’s control functions safety devices and emergency lowering procedures.




	Name and requirement of Guidance Publication

	Good Practice Guide – Mobile Elevated Work Platforms, Elevated Work Platform Association https://ewpa.com.au/resources/good-practice-guide

	Relevant excerpt/requirement for chosen workplace

	2.5.4 WEATHER
All Mobile Elevated Work Platforms (MEWP) (except those rated for indoor use) can work in wind, up to a maximum rating. The maximum wind speed rating must be clearly marked either on the machine or the manufacturer’s serial plate. The MEWP must not be operated outside the maximum limits.
The minimum wind rating for outdoor MEWPs (i.e. those that are exposed to wind) is 12.5m/s (45km/hr).

	Link to workplace

	Poor weather can make it unsafe to operate an MEWP. In windy conditions the MEWP is more likely to overturn. The Guidelines include practical steps to implement in the workplace to minimise hazards associated with operating MEWP in bad weather. .




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Identify one (1) of each of the following within your chosen organisation:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

For each, summarise:
· Its purpose
· How it can be accessed
· How it can be developed and changed to ensure compliance with WHS legislation, using examples.




	Name and purpose of WHS Policy

	Safety and Health Policy
Document Number: MSID-7-154 Version: 4.0

Purpose: The Safety and Health Policy identifies the minimum required knowledge and responsibilities with regards to safety in the workplace. The policy covers all workers, visitors and the organisation, including joint venture or alliance project. The responsibilities outlined in the policy are designed to contribute to a safer workplace.

	How document can be accessed

	For the most current version of the policy it is recommended that staff access the document on the Project Management System through the intranet. Alternatively, staff can contact the safety team, supervisor or senior project engineer for assistance in locating the document. 
https://groupgovernance.cimic.com.au/ggs/lcms/CRRTSD/Pages/VolumeLandingPage.aspx#/volume/Policies:Policies/Policies/Safety%20and%20Health%20Policy


	How it can be developed and changed to ensure compliance with WHS legislation

	A policy can be developed with key principles that drive health and safety in the workplace. The policy should set out minimum requirements and standards that apply for that organisation. 

Start developing the policy by looking at the organisations objectives, industry and hazards in the relevant workplace. Information and templates are available from Workplace Health and Safety Queensland https://www.worksafe.qld.gov.au/safety-and-prevention/creating-safe-work/establishing-policies-and-procedures

Include workers from all levels of the organisation in the development of policies as this will ensure that the policies reflect how the tasks are being completed in the workplace, as well as being a form of consultation under the WHS legislation. 

Reviews can be completed under a formal review process (monthly/quarterly/yearly etc) or an incident in the workplace or when there are changes to the workplace and/or legislation. 



	Name and purpose of WHS Procedure

	Manage Safety Essentials Procedure
Document Number: MSID-2-418 Version: 7.0

Purpose: This procedure describes how to manage the process and minimum mandatory
requirements for applying the Safety Essentials requirements. The Safety Essentials define a process of:
*Identification and assessment of all Safety Essential related tasks;
*Applying the Hierarchy of Controls to identify controls for the task;
*Applying for a Safety Essentials Exception where the Primary Control for the task is not
an Above the Line control. 

	How document can be accessed

	For the most current version of the policy it is recommended that staff access the document on the Project Management System through the intranet. Alternatively, staff can contact the safety team, supervisor or senior project engineer for assistance in locating the document. 
https://groupgovernance.cimic.com.au/ggs/lcms/CRRTSD/Pages/VolumeLandingPage.aspx#/volume/Construction:Plan/Procedures/Manage%20Safety%20Essentials 


	How it can be developed and changed to ensure compliance with WHS legislation

	Procedures can be developed in conjunction workers to reflects how the activities are completed. The procedure should clearly detail the steps taken to complete a task, identify a potential hazard involved with the task and the controls that can be used to minimise the risk of injury or damage. 

Like policies, reviews of procedures can be completed on a regular basis, after the event of an incident or whenever there are changes in the workplace and legislation. 




	Name and purpose of WHS Process

	Safety Essential - Electrical Work 
MSID-1683036367-898 Version: 1.0 

Purpose: The process is used when applying safety controls to manage the risk to a worker’s health and safety when performing tasks involving a risk of a worker coming into contact with live electrical equipment.


	How document can be accessed

	For the most current version of the process it is recommended that staff access the document through the Project Management system on the intranet. Alternatively, staff can contact the safety team, supervisor or senior project engineer for assistance in locating the document. 

https://groupgovernance.cimic.com.au/ggs/lcms/CRRTSD/Pages/VolumeLandingPage.aspx#/volume/Construction:Execute:Manage%20Hazards/Knowledge/Safety%20Essential%20-%20Electrical%20Work%20v7 


	How it can be developed and changed to ensure compliance with WHS legislation

	A process can be developed by recording the high level view of the works to be included in a procedure or work instruction. Like many documents there are critical stages in development/implementation - drafting, review, approval and communication. 

It is essential that safety processes also comply with WHS legislation. WHS legislation should be referred to in the drafting and review stages of developing a safety work process. It is also important to remember that under the Work Health and Safety Act 2011 that the PCBU has a duty to communicate with workers on health and safety issues within the workplace. This would include the communication of work processes, through training, toolboxes and inductions. 



	Name and purpose of WHS System

	WHS Management Plan 
Document Number: CRRTSD-SH-MPL-CBGU-000015

The purpose of the WHS Management Plan is to:
• Identify the safety and health obligations of the organisation, and the hazards and risks associated with the Works
• Eliminate safety and health critical risks associated with performing high risk construction related work 
tasks defined by CPB ‘s ‘Safety Essentials’ or high-risk activities.
• Comply with all relevant and applicable safety and health legislation
• Minimise all safety and health incidents
• Fulfil CMS requirements enabling continued certification to AS/NZS 4801 and ISO 18001 and
contribution to CBGU’s overall Business Plans
• Ensure Queensland Rail’s requirements are complied with when working in the Queensland Rail corridor (as defined by the project interface agreement).

	How document can be accessed

	For the most current version of the WHS Management Plan it is recommended that staff access the document through TeamBinder through on the intranet. Alternatively, staff can contact the safety team, supervisor or senior project engineer for assistance in locating the document. 

https://ineight.cpbcon.com.au/TeamBinder207/Viewer/tbViewer.aspx?DocInt_key=76751&ViewFileKey=82807&OpenedFromIE=0&tcKey=5a8b3081-c005-4295-9db0-fbe1e9dfd836 


	How it can be developed and changed to ensure compliance with WHS legislation

	CPB has a template and procedure for creating management plans. For each company they should refer to their own systems and templates. Creating a WHS Management Plan will involve the document being drafted, approved, implemented and reviewed. 

In the process of creating the WHS Management Plan the contractual and tender obligations should be reviewed and incorporated as required. In the creation of the draft feedback should be gathered from various including project management, functional teams, Business Unit Manager and the Project Manager. 

Once all feedback has been incorporated to the Draft it can be approved and uploaded into the document management system. Then the WHS Management Plan can be distributed and communicated across the relevant teams. 

Continuous improvement should drive a review process, and this can be with an Annual Review or when it is required. Especially if there are changes to legislation or in the case of an incident. 




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref35349356]

	For the purpose of the company manual, you are to explain the role of WHS in your chosen workplace, by developing a report in the following structure:

1.0 INTRODUCTION
· Outline the background of your company, its role and purpose 
· The objectives and principles underpinning WHS legislation

2.0 [bookmark: _Ref35352163]WHS REGULATOR
· Identify the WHS regulator that applies to your company
· Explain the functions and powers of the WHS regulator and how they are exercised

3.0 INDIVIDUALS AND PARTIES
3.1 [bookmark: _Ref35349413]WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation
3.2 [bookmark: _Ref35349414]PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS
· Outline PCBU’s WHS duties under the legislation
· Identify PCBU’s WHS rights under the legislation
· Explain PCBU’s WHS obligations under the legislation

4.0 [bookmark: _Ref35349420]COMPLIANCE
· Explain how policies, procedures, processes and systems are developed and changed to maintain compliance
· Explain how workers and PCBU are assessed and monitored for WHS compliance with legislation and how these findings are reported and documented
· Identify ways in which workers’ and PCBU’s WHS training needs are assessed 
· Identify how the workplace provides support for workers’ and PCBU’s training needs

5.0 CONCLUSION
· Explain the importance of WHS to your company
· Identify that workers and PCBUs have varying WHS duties, rights and obligations under the legislation
· Express the importance of maintaining compliance and addressing training needs


TIPS:
· Use the report template (below) and elaborate on the points above.
· Write in simple English. Remember that people from a range of backgrounds and abilities would be reading this document, such as workers, health and safety committees, health and safety representatives, managers, supervisors, and PCBUs or their officers. 
· Be sure to refer specifically to the legislation using section numbers, so that the reader could refer to the legislation for more information if they wanted to.  




	1.0  INTRODUCTION

	The joint venture of CPB Contractors Pty Ltd, BAM International Australia Pty Ltd, Ghella Pty Ltd and UGL Engineering PTY Ltd (CBGU) is responsible for delivering the of the Design and Construction Activities for the Cross River Rail (CRR) Tunnel, Stations and Development (TSD). The CRR construction project will integrate public transport infrastructure with a new tunnel from Dutton Park to Bowen Hills. 
As a joint venture the systems and processes have been adopted from CPB Contractors. The One HSE Culture is a framework which places safety as a focal point for everything we do. The framework is a guide of expected behaviours, which have been broken down into 3 core groups - managers and supervisors, and everyone. The expectation is that everyone’s behaviour applies to all people across the entities regardless of their role. 
Under the Work Health and Safety Act 2011 (“the Act”) CBGU has a Duty of Care for all people that enter any of the construction site, or offices managed by CBGU. The Act outlines the obligation to ensure the Health, Safety and Welfare of people enter any of the construction site, or offices managed by CBGU. The regulations specify the rights and responsibility with regards to hazards in the workplace.
 

	2.0  WHS REGULATOR

	In Queensland we are regulated by Workplace Health and Safety Queensland (“WHSQ”), which reports to the Office of Industrial Relations QLD. The regulator is appointed under Schedule 2, the Act.
The role of the regulator is set out in s152 - s155 of the Act, and some of the common functions of WHSQ are to: 
· Monitor and enforce compliance of the Act in the workplace. 
· Provide advisory services to duty holders and the community.
· Collate and publish relevant data relating to work health and safety.
The WHSQ has legislative power to do all things necessary in connection to performing its functions. WHSQ has appointed inspectors under s156, s160 - s162 of the Act to carry out its functions such as providing information and advice, assisting in the resolution of industrial disputes, and investigating contraventions of the Act. 









	3.0  INDIVIDUALS AND PARTIES

	3.1  [bookmark: _Ref35350615]WORKERS

	Duties
Under s28 of the Act there are duties for the managers, supervisors and, workers within a workplace. Workers, as defined by legislation, have a duty to take reasonable care of your own health and safety, comply with reasonable instructions, cooperate with reasonable policy or procedure. The actions of the worker should also not negatively affect the health and safety of others in the workplace. 
Rights
Under s83 - s89 of the Act all workers have the right to cease work if it is unsafe work and have the right to consultation. The workers also have the right, free from discrimination or reprimand, to have their safety concerns heard and resolved. 
Obligations
Workers are obliged to report all hazards, incidents and near misses. Workers will need to follow reasonable instructions regarding Health and Safety, including wearing PPE provided by the Person Conducting Business or Undertakings.       


	3.2  [bookmark: _Ref35350616]PERSONS CONDUCTING BUSINESSES OR UNDERTAKINGS (PCBUs) OR THEIR OFFICERS

	The Person Conducting Business or Undertakings (“PCBU”) is defined in s5 of the Act. 
Duties 
The PCBU has a primary Duty of Care, s19 of the Act, to ensure the health and safety of workers or other people who are carrying out work, as far as reasonably practicable. There are further duties of the PCBU outline in s20 - s26, s47 of the Act, which includes the duty to consult, communicate and resolve work health safety issues in the workplace. In addition, the PCBU must provide safe plant and equipment, safe systems of work, and adequate facilities. 
Obligations
The PCBU has an obligation to aid the Regulators and allow inspections to be completed. Where necessary, provide any documents and information that may be requested from the Regulators. Comply with all notices and recommendations from a Regulator. 
There are also obligations for the PCBU to report to the Regulators with respect to notifiable incidents under the WHS Legislation, Asbestos, Demolition Works, and Hazardous chemicals. 
The PCBU has an obligation to the workforce to provide training for the Health and Safety Representatives. 


	4.0  [bookmark: _Ref35350620]COMPLIANCE

	Safe Work Practices
Safety in Design can be utilised in the planning stage so that hazards can be designed out and effective controls can be incorporated in the policies, procedures, processes and systems. In the WHS Management Plan it identifies expectations, key contributors and referenced the applicable procedures. In addition, the verification of requirements is listed with the location of the Design Evidence. All policies, procedures, processes and systems have a scheduled review in addition to reviews when there are significant changes to the works and phase of the development. 
Supervision
Task observations and Workplace Inspections are conducted on work tasks throughout the organisation. A Task Observation can be used to review a task being performed in accordance to the relevant Work Pack and / or Safe Work Method Statement. A Task Observation can also identify deficiencies in knowledge, controls or the process.  A Workplace Inspection can be used to review the workplace, facilities and equipment. The Workplace Inspection should identify any potential hazards as well as ensure that the workplace, equipment and facilities are being appropriately maintained.
Training
Training and Competence requirements are outlined in both the WHS Management Plan and the Competency Management Plan. Whilst there is some WHS training that is mandatory and role dependent, it is essential to undertake a training needs analysis to identify training gaps. The training needs analysis should be completed by the Project Training team. 


	5.0  CONCLUSION

	Keeping people safe is a priority and core value for our organisation. Safety is underpinned with the One HSE Cultural framework. From the One HSE Culture framework to WHS legislation there are varying duties, rights and obligations for the workers and PCBU.  It is essential that we work together to achieve a safe work environment and minimise risks in the workplace.  

The commitment to safety is an ongoing commitment and needs to be updated from time to time.  This means that processes, procedures and knowledge is also updated.  Where training needs arise the CBGU is committed to providing training opportunities to workers and subcontractors alike.  
[bookmark: _GoBack]




	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
	Lucy Nasser

	
	

	Participant signature
	
	
	

	Date
	11/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





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

	7
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref35351059]ASSESSOR COMMENTS

	Lucy: As the File is locked for editing the answer for Q7 is 
1=Acts
2=Regulations
3=Codes of Practice 
4=Standards
5=Policies and procedures


What are the objectives and principles underpinning WHS? 
Tick your response.

	Answer
	Choice
	Possible Answers
	

	
		To ensure that people receive a large compensation payment when injured
	

	
		To create barriers for businesses in their day-to-day operations
	

	
		To assign responsibilities and confirm rights of those in the workplace, with regards to safety
	

	
		To provide specific ways in which everything in the workplace must be conducted
	




[bookmark: _Ref35350952]When providing advice on WHS in the workplace, which of the following sources would you refer to for guidance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Inspectors
	

	
		Legislation
	

	
		Codes of practice
	

	
		Policies and procedures
	




[bookmark: _Ref35350961]Which of the following are functions and powers of the WHS regulator? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		To enforce WHS law
	

	
		To promote compliance with WHS law
	

	
		To represent you in court if you breach WHS law
	

	
		To supply WHS equipment
	




[bookmark: _Ref35351038]True or False (Tick your response): All levels of a workplace (e.g. PCBUs down to the worker level) can be involved in developing, implementing and monitoring changes to workplace policies, procedures, processes and systems in order to achieve compliance.

	Answer
		True 
	
	

	
		False 
	
	



[bookmark: _Ref35350969]Which of the following methods can be used to advise others about WHS compliance? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Training sessions for all staff
	

	
		Emails about changes to laws
	

	
		A suggestion box to allow workers to raise inadequacies
	

	
		Having a legal advisor speak at a staff meeting
	




[bookmark: _Ref35417543]Which of the following methods can be used to monitor the effectiveness of workplace policies and procedures? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Internal audits
	

	
		Observing trends through hazard/incident/injury reports
	

	
		Interviews with those in the workplace
	

	
		Workplace inspections from legal advisors
	




[bookmark: _Ref35350954]Order the following elements of the WHS legal framework from the most legally enforceable to the least legally enforceable (1 = most enforceable; 5 = least enforceable).

	Answer
	Enforceability
	Element
	

	
		Policies and procedures
	

	
		Codes of practice
	

	
		Standards
	

	
		Acts
	

	
		Regulations
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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
	Lucy Nasser

	
	

	Participant signature
	
	
	

	Date
	13/11/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
		
	Task 1 (Occasion 2)
		



	ASSESSOR COMMENTS

	


BSBWHS412
Assist with workplace compliance with WHS laws

	Practical Task 1 (2X)

	Description of task:
Two (2) PCBUs have asked you to review their WHS policies/procedures, as provided, to ensure that each policy/process/procedure reflects the WHS duties, rights and obligations of those in the workplace. You are to:
· Prepare a report for each workplace’s PCBU which outlines your findings, making recommendations on how policies, procedures, processes and systems should be developed to support compliance, and potential regulator action if not observed;
· Update the policies/procedures to address any identified non-compliances; and
· Develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) for workers to ensure they are aware of the updated policies/procedures, current legislative requirements and identify how these will be monitored
· Listen to your audience during this presentation and appropriately respond to any questions asked by your assessor

The participant is to submit the following evidence with this Practical Assessment sheet. There should be two (2) of each of the following documents submitted (i.e. one for each PCBU):
· Report to PCBU 
· Workplace checklist for monitoring compliance 
· Presentation materials (e.g. PowerPoint) for each workplace’s 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: 
Policies/procedures (x2), computer. 

	Assessment of task

	Name of participant:
	Lucy Nasser

	Name of assessor:
	

	Location:
	

	Date:
	

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

	
	1st
Occasion
	2nd
Occasion

	1 Review WHS in the workplace

	1.1A.  [bookmark: _Ref35418484]Identify current WHS laws and documentation relevant to the organisation’s operations, seeking advice from legal advisors as required. 
		
	1.1B.  [bookmark: _Ref35418493]Determine legal requirements for the workplace – including duties, rights and obligations of PCBU and workers. 
		
	1.1C.  [bookmark: _Ref35418973]Review provided policy/process/procedure, identifying legislative non-compliances.
		
	2 Provide advice about WHS legislative compliance

	1.2A.  [bookmark: _Ref35418516][bookmark: _Hlk50189790]Prepare a report for PCBU which outlines findings – including:
· [bookmark: _Hlk50189653]An outline of the PCBU’s duties, rights and obligations (including references to relevant legislative sections)
· A summary of identified non-compliances, and potential action that the WHS regulator could take
· An updated policy/process/procedure to address identified non-compliances (including how these will be monitored to ensure legislative compliance)
· Recommendations on how processes and systems should be developed to support compliance
		
	1.2B.  [bookmark: _Ref35418522]Develop a workplace checklist that can be used to monitor compliance of the updated policies/procedures.
		
	3 Maintaining WHS legislative compliance

	1.3A.  [bookmark: _Ref35418577][bookmark: _Hlk50189777]Develop a presentation for workers which covers:
· Identification of workers’ duties, rights and obligations – with direction on how to locate such information
· An outline of updates to policies/procedures and how they meet current legislative requirements
· Examples of how these new policies/procedures will be monitored to ensure legislative compliance
		
	1.3B.  [bookmark: _Ref35418579]Deliver presentation (in person/via live stream video) and listen to your audience to respond appropriately to any questions. 
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory
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