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BSBWHS521 
Ensure a safe workplace for a work area 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS521 Ensure a safe workplace for a work area cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. 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 all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Quiz
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBWHS521
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Quiz
 Workbook
 Practical Assessment
 Copy of adapted policy, procedures, documents
 Copy of completed issue resolution documentation
	 Copy of record of approved resources(finance/HR)
 Copy of risk management documentation developed
 Copy of records inserted and maintained in record-keeping system
 Copy of induction and training program provided



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




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 example, in Queensland refer to https://www.worksafe.qld.gov.au/

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

	Name of workplace
	




	ACTIVITY 1  [bookmark: _Ref35349341]

	a) Identify relevant, current workplace health and safety 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) 

	

	Relevant excerpt/requirement for chosen workplace

	

	Link to workplace

	



	Name and location of Regulation 

	

	Relevant excerpt/requirement for chosen workplace

	

	Link to workplace

	



	Name and location of Code of Practice

	

	Relevant excerpt/requirement for chosen workplace

	

	Link to workplace

	



	Satisfactory Outcome
	
	




	ACTIVITY 2  [bookmark: _Ref35349356]

	Identify the duty holders relevant to your chosen workplace and list their duties, rights and obligations under the legislation:

(a) [bookmark: _Ref35349413]INDIVIDUALS AND PARTIES - WORKERS
· Outline workers’ WHS duties under the legislation
· Identify workers’ WHS rights under the legislation
· Explain workers’ WHS obligations under the legislation

(b) [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




	(a)  INDIVIDUALS AND PARTIES - WORKERS

	

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

	



	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref174454400]

	Clarify the meaning of the following terms found within WHS legislated documents:




	Hazard

	

	Incident

	

	Risk

	

	Risk register

	

	Risk assessment

	

	Risk control

	

	Risk management process

	



	Satisfactory Outcome
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Quiz


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref174455331]Describe which basic information your workplace should keep, to comply with the WHS legislative requirements for record-keeping and reporting.

	Answer
	
	



[bookmark: _Hlk190774289]
[bookmark: _Hlk190774229]Explain the term due diligence in your own words, and what reasonable steps a workplace officer must take to ensure the business complies with its work health and safety obligations. What can the officer do to demonstrate due diligence and general duty requirements are met?

	Answer
	
	



[bookmark: _Ref181270236]Describe how you would access the WHS policy and management system (WHSMS) at your workplace.

	Answer
	Policy: 

WHSMS: 
	




[bookmark: _Ref181270245]Consider this scenario: You have audited the WHS policy and have made changes after finding that there is insufficient information related to the workplace safety expectations of their employees.

Describe the steps you would take, after making changes to the document and before the document is published for employee access.

	[bookmark: _Hlk85785851]Answer
	
	




[bookmark: _Ref181273407]Describe financial and human resources required by the WHS management system (WHSMS) you will need to approve or have approved.

	Answer
	
	




[bookmark: _Ref181277643]Identify the applicable Act in your jurisdiction that outlines when consultation is required with regards to managing WHS.
Briefly outline those requirements.

	Answer
	Source of information
	Requirements/ Information
	

	
	
	
	




[bookmark: _Ref181277645]Identify the applicable Code of Practice in your jurisdiction that outlines the requirements for consultation and participation arrangements. Briefly identify its directives on using health and safety representatives.

	Answer
	Source of information
	Requirements/ Information
	

	
	
	
	




[bookmark: _Ref181278086]Describe three (3) methods of consultation you can apply in your workplace.

	Answer
	1. 

2. 

3. 
	



[bookmark: _Hlk181278134]
[bookmark: _Ref181278405]How would you provide information about consultation and participation outcomes to required personnel?

	Answer
	
	




[bookmark: _Ref181364454]Describe a procedure you would implement or uphold to ensure ongoing hazard identification, risk assessment and control at the workplace.

	Answer
	
	



[bookmark: _Ref181364472]Consider a scenario where equipment has been updated, and new technology is to be integrated.
Describe hazard identification and risk assessment processes you will apply to ensure no new hazards are created by changes and that existing hazards are controlled.

	Answer
	
	




[bookmark: _Ref181365256]Describe the key principles of the hierarchy of controls.

	Answer
	
	




[bookmark: _Ref181365264]Complete the table describing the different components of the hierarchy of controls.

	Answer
	Components
	Description
	

	
	Elimination
	
	

	
	Substitution
	
	

	
	Isolation
	
	

	
	Engineering controls
	
	

	
	Administrative controls
	
	

	
	Personal Protective equipment
	
	




[bookmark: _Ref181366236]If you needed to seek advice regarding the WHS compliance of controls you wish to apply,
(a) who are two (2) organisations outside of government organisations you can contact?
(b) what type of advice might you be seeking from those selected?

	Answer
	1 (a) 

(b) 


2 (a) 

(b) 
	




[bookmark: _Ref181366238]Explain why you might wish to contact the WHS regulator when you are developing workplace health and safety resources.

	Answer
	
	




[bookmark: _Ref181366439]Why should you ensure there is provision for keeping past health and safety records and reports?

	Answer
	
	




[bookmark: _Ref181367153]Provide an outline for a presentation you need to give about emergency procedures at the workplace. Be sure to describe what you will start the presentation with, topics you wish to cover and how you intend to close the presentation.

	Answer
	
	




[bookmark: _Ref181367155]Provide ten (10) topics that should be covered during the site WHS induction.

	Answer
	1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 2
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1:

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 1.1C. 1.1D. 
	Specify personnel consulted with: 


	1.2D. 
	Specify resources approved: 


	1.3A. 1.3C. 
	Specify risk management procedures developed, implemented and reviewed: 


	1.3F. 
	Specify WHSMS record keeping process accessed, reviewed and updated:




	ASSESSOR COMMENTS: PRACTICAL TASK 2

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Details

	2.1A. 2.1B. 2.1C. 2.1D. 2.1E. 2.1F. 
	Specify WHSMS record keeping process accessed, reviewed and updated:
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	Practical Task 1

	Description of task:
The participant is required to select a work area to establish an effective WHSMS. During this activity, the participant must demonstrate:
· Establish and maintain effective and compliant consultative arrangements for managing WHS in the selected work area.
· Work with required personnel, leading discussion, to set up consultative arrangements that include appropriate levels of involvement in decision making, according to required WHS laws.
· Evaluate, document and resolve issues raised through participation and consultation arrangements according to laws and protocols. (Copy of document to be provided to RTO as evidence)
· Provide feedback about consultation and participation outcomes to personnel according to policies and procedures.
· Monitor and maintain consultative arrangements set up according to required WHS laws.

· Establish a WHSMS in a work area.
· Locate workplace WHS policies that define the commitment the business has to comply with WHS laws.
· Adopt the commitment to the work area, adapting the policy, procedures and documents to suit the work area while aligning with the overall commitment. (Copy of document to be provided to RTO as evidence) 
· Document work area personnel responsibilities as duty holders to ensure WHS requirements are upheld.
· Identify and approve resources needed by the WHSMS (financial and human) according to procedures. (Copy of document to be provided to RTO as evidence)

· Develop risk management procedures for the area.
· Develop procedures for ongoing hazard identification, and assessment and control of associated risks. (Copy of document to be provided to RTO as evidence)
· Ensure risk management procedures are applied during planning, design and evaluation stages of any workplace change to ensure that new hazards are not created by proposed changes and existing hazards are controlled.
· Adhere to hierarchy of control measures and WHS legislative requirement when developing risk management procedures.
· Determine any inadequacies in existing risk controls according to the hierarchy of control, and promptly provide resources to enable implementation of new measures.
· Determine when expert WHS advice is needed, requesting this advice as required.
· Keep a record of WHS decisions using digital systems and tools.

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace WHS policies and procedures; Access to WHS legislation, regulations and codes of practice; WHS Management System; Computer.



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

	1 Establish and maintain effective and compliant consultative arrangements for managing WHS in the selected work area

	[bookmark: _Ref181609979]Work with required personnel, leading discussion, to set up consultative arrangements that include appropriate levels of involvement in decision making, according to required WHS laws.
	
	[bookmark: _Ref181609989]Evaluate, document and resolve issues raised through participation and consultation arrangements according to laws and protocols. (Copy of document to be provided to RTO as evidence)
	
	[bookmark: _Ref181609999]Provide feedback about consultation and participation outcomes to personnel according to policies and procedures.
	
	[bookmark: _Ref181610024]Monitor and maintain consultative arrangements set up according to required WHS laws.
	
	2 Establish a WHSMS in a work area.

	[bookmark: _Ref181610239]Locate workplace WHS policies that define the commitment the business has to comply with WHS laws.
	
	[bookmark: _Ref181610268][bookmark: _Ref387224637]Adopt the commitment to the work area, adapting the policy, procedures and documents to suit the work area while aligning with the overall commitment. (Copy of document to be provided to RTO as evidence)
	
	[bookmark: _Ref181610278]Document work area personnel responsibilities as duty holders to ensure WHS requirements are upheld.
	
	[bookmark: _Ref181610313]Identify and approve resources needed by the WHSMS (financial and human) according to procedures. (Copy of document to be provided to RTO as evidence)
	
	3 Develop risk management procedures for the area

	[bookmark: _Ref181610321]Develop procedures for ongoing hazard identification, and assessment and control of associated risks. (Copy of document to be provided to RTO as evidence)
	
	[bookmark: _Ref181610350]Ensure risk management procedures are applied during planning, design and evaluation stages of any workplace change to ensure that new hazards are not created by proposed changes and existing hazards are controlled.
	
	[bookmark: _Ref181610363]Adhere to hierarchy of control measures and WHS legislative requirement when developing risk management procedures.
	
	[bookmark: _Ref181610371]Determine any inadequacies in existing risk controls according to the hierarchy of control, and promptly provide resources to enable implementation of new measures.
	
	[bookmark: _Ref181610377]Determine when expert WHS advice is needed, requesting this advice as required.
	
	[bookmark: _Ref181610417]Keep a record of WHS decisions using digital systems and tools.
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	Practical Task 2

	Description of task:
Continuing from Practical task 1. This task requires the participant to evaluate and maintain the work area WHSMS including:
· Review the WHSMS for the work area to ensure compliance with WHS legislative framework and requirements.
· Make use of a WHS recordkeeping system to identify any patterns of occupational injury and disease in the workplace.
· Use the recordkeeping system to maintain a record of WHS decisions made, including reasons for decisions.(Copy of entries to be provided to RTO as evidence)
· Measure and evaluate the WHSMS according to the workplace quality systems framework.
· Plan and develop improvements to WHSMS to achieve workplace WHS objectives according to procedures.
· Implement improvements developed to WHSMS according to workplace procedures.
· Develop a WHS induction and training program for required personnel in the work area.
· Provide and document the developed WHS induction and training program for personnel in the work area as part of the workplace training program. (Copy to be provided to RTO as evidence)
· Present information using structure and language suited to the audience.

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace WHS policies and procedures; Access to WHS legislation, regulations and codes of practice; WHS Management System; Computer



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

	1 Evaluate and maintain a work area WHS management system (WHSMS)

	2.1A.  [bookmark: _Ref181610445]Review the WHSMS for the work area to ensure compliance with WHS legislative framework and requirements.
	
	2.1B.  [bookmark: _Ref181610465]Make use of a WHS recordkeeping system to identify any patterns of occupational injury and disease in the workplace.
	
	2.1C.  [bookmark: _Ref181610472]Use the recordkeeping system to maintain a record of WHS decisions made, including reasons for decisions. (Copy of entries to be provided to RTO as evidence)
	
	2.1D.  [bookmark: _Ref181610494]Measure and evaluate the WHSMS according to the workplace quality systems framework.
	
	2.1E.  [bookmark: _Ref181610503]Plan and develop improvements to WHSMS to achieve workplace WHS objectives according to procedures.
	
	2.1F.  [bookmark: _Ref181610509]Implement improvements developed to WHSMS according to workplace procedures.
	
	2.1G.  [bookmark: _Ref181610532]Develop a WHS induction and training program for required personnel in the work area.
	
	2.1H.  [bookmark: _Ref181610534]Provide and document the developed WHS induction and training program for personnel in the work area as part of the workplace training program. (Copy to be provided to RTO as evidence)
	
	2.1I.  [bookmark: _Ref181611577]Present information using structure and language suited to the audience.
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