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ASSESSMENT FOR BSBWHS403

	Student name
	Tim Duffield

	Date of assessment submission
	21/11/2018


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☒ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	

	Workgroup
	



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Project Engineer

	Roles, duties, rights and responsibilities regarding consultation and participation

	To ensure that Probuild’s (PCBU) all policies, procedures and processes are followed. This includes off site and on site monitoring and documentation 

	Documents which outline roles, duties, rights and responsibilities

	There are a number of forms that outline roles, duties, rights and responsibilities on Probuild’s Intranet in the WHS&E section under the tab Documentation.

	Communication method and timeframe

	PCBUs should share information with workers via meetings and email, so that workers are informed collectively and in a timely fashion. These methods allow the message recipients an opportunity to express their views and contribute towards the process.




	Name of Individual/Party 1

	WHS Coordinator

	Roles, duties, rights and responsibilities regarding consultation and participation

	To ensure that Probuild’s (PCBU) all policies, procedures and processes are followed. This includes off site and on site monitoring and documentation. This also includes toolboxes and updating and creating awareness of new and changes to existing policies and procedures etc.

	Documents which outline roles, duties, rights and responsibilities

	There are a number of forms that outline roles, duties, rights and responsibilities on Probuild’s Intranet in the WHS&E section under the tab Documentation

	Communication method and timeframe

	PCBUs should share information with workers via meetings and email, so that workers are informed collectively and in a timely fashion. These methods allow the message recipients an opportunity to express their views and contribute towards the process




	Name of Individual/Party 2

	Workers and supervisors on Site

	Roles, duties, rights and responsibilities regarding consultation and participation

	As part of their responsibility for other workers, supervisors should relay information to 
workers and acknowledge/share workers' responses with others (e.g. PCBUs, HSRs).  
 
Supervisors, as well as workers, should participate by providing their thoughts on WHS 
matters that affect them

	Documents which outline roles, duties, rights and responsibilities

	Sections 47 and 49 of the Work Health and Safety Act 2011 (Qld) requires PCBUs to consult 
with workers on a range of issues, so the rights of workers stem from this section. 
 
Regulations 574 and 575 outline that the operator of a determined major hazard facility must 
implement a safety role for workers that allows them to identify major incident hazards. 
 
The Work Health and Safety Consultation, Co-operating and Co-ordination Code of Practice 
2011 outlines the consultation requirements with workers in Sections 1, 2, 4. 
 
CSTC's Safety Management System outlines the consultation policies and procedures in 
Section 4.3.4.1.

	Communication method and timeframe

	As workers collectively contribute towards consultation processes, meetings would be an 
appropriate medium for communicating such duties




	Outcome for Activity 1
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	Workers meet to discuss and raise issues and concerns.

	Your involvement in set up and running of process

	As a project engineer, I have the ability to call meetings, send out an agenda and collate points taken in the minutes to management on behalf of workers.

	How you communicate with individuals and parties about process

	The normal procedure to organise meetings in Probuild is to book a meeting using Outlook and generally follow this up with an email and a phone call to ensure attendees 

	How you support participation of individuals and parties in process

	Any points raised in the meeting can be followed up with management or the HSE coordinator for that project on behalf of the workers.




	Name of process 1

	Email thoughts and ideas to HSE management

	Describe process

	Workers and representatives for the PCBU can email their thoughts and ideas to HSE management. This is a great way

	Your involvement in set up and running of process

	Pass on the message if emailed a concern from a worker.

	How you communicate with individuals and parties about process

	The normal procedure to organise meetings in Probuild is to book a meeting using Outlook and generally follow this up with an email and a phone call to ensure attendees. Sometimes a simple email will do if it requires a straight forward answer.

	How you support participation of individuals and parties in process

	Any points raised in the meeting can be followed up with management or the HSE coordinator for that project on behalf of the workers.




	Name of process 2

	Toolboxes

	Describe process

	Toolboxes serve as an integral part of educating safety procedures to workers. These are normally held at a minimum of once a week.

	Your involvement in set up and running of process

	There is normally a rotation system in place for the holder of the toolbox. This promotes ownership and responsibilit

	How you communicate with individuals and parties about process

	The normal procedure to organise meetings in Probuild is to book a meeting using Outlook and generally follow this up with an email and a phone call to ensure attendees. Sometimes a simple email will do if it requires a straight forward answer.

	How you support participation of individuals and parties in process

	Any points raised in the meeting can be followed up with management or the HSE coordinator for that project on behalf of the workers.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	Workers and supervisors on Site

	Required for effective involvement in consultation and participation 

	Site supervisors are required to have a detailed understanding of WHS policies and procedures set out by the PPCBU in accordance with WHS Acts, policies, regulations etc. This needs to be actively educated to the workers and monitored on a full time basis to ensure workers comply.

	Training that may be provided to assist

	Workers may attend WHSQ workshops when new WHS requirements are implemented

	Your involvement in delivery of training

	Supervisors may become aware of WHS requirements that specifically affect their area of 
work and bring these to the attention of their managers




	Name of Individual/Party 2

	Project Engineer

	Required for effective involvement in consultation and participation 

	Project Engineers are required to have a detailed understanding of WHS requirements in the 
workplace to know when to consult with other parties and what to consult with them about.

	Training that may be provided to assist

	PCBU representatives may attend WHSQ workshops when new WHS requirements are implemented

	Your involvement in delivery of training

	Supervisors may become aware of WHS requirements that specifically affect their area of 
work and bring these to the attention of their managers




	Outcome for Activity 3
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

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




	Describe barrier 1

	Location of site – not all workers are physically present to be involved in consultation and participation processes.

	Measure to remove barrier

	Provide better access to WHS information so that a larger portion of the workers can contribute irrespective of their location. This is commonly done at Probuild with the use of business skype meetings with a skype camera and large screens so that people in other locations can actively participate as if they were in the same room.

	Contribution to development of measure

	Supervisors can assist in the development of this measure by determining which information is required to be delivered in these skype meetings.

	Contribution to implementation of measure

	Supervisors can contribute by being the person who delivers such information to the workers and collating their feedback.

	Contribution to evaluation of measure

	Supervisors can determine if workers are contributing to processes such as providing useful feedback. 




	Describe barrier 2

	Timing – not all workers are able to be present at the time when a WHS meeting is held.

	Measure to remove barrier

	Organise meetings at appropriate times when the required workers are most available.

	Contribution to development of measure

	By discussing with the subcontractor manages what time are best so that their workers are able to attend.

	Contribution to implementation of measure

	Supervisors can assist with implementing these measures by attending these meetings as an alternative and then giving the feedback to their workers.

	Contribution to evaluation of measure

	Subcontractor managers can determine if meetings are able to have the required attendees. If not, alternative measures maybe required.




	Describe barrier 3

	Culture – there may be a poor attitude toward WHS meetings by individuals and therefore reflect the attitudes and culture of fellow workers.

	Measure to remove barrier

	Encouraging informal discussion with workers and disciplinary action for those workers that do not comply or attend such meetings. This is normally performed by denying them access to a site until they have fulfilled their requirements of WHS.

	Contribution to development of measure

	I believe this is all about awareness and workers need to be educated on the importance of attending these meetings and the impacts non-conformance has had on historic incidents.

	Contribution to implementation of measure

	Supervisors can engage in informal discussions with workers or nominating other workers to initiate encouraging discussions on a topic relevant to them.

	Contribution to evaluation of measure

	[bookmark: _GoBack]Supervisors need to determine if informal discussions are an appropriate measure by seeking feedback. More formal approaches may be necessary if responses by the workers do not reflect the supervisors objectives.




	Outcome for Activity 4
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☒ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☒ 	Health and safety committees
☒	Internal involvement in inspections and audits
☒ 	Team meetings
☐ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☒ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☒ 	Consultation meetings being too long and boring
☒	Language, literacy and numeracy levels of the workforce
☒ 	Workplace culture related to WHS
☒ 	Having separate work sites

	☐




	Outcome for Quiz
	☒ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☒

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☒

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☒

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☒

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☒

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☒

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☒

	Name of observer
	

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

	Phone number of observer
	

	Email address of observer
	

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




	Outcome for Practical Task
	☒ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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Supervisor: Workgroup 2


Supervisor: Workgroup 3
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