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Our Purpose
CSTC's purpose is to ensure the building and construction industry's long term investment in the workforce through maintaining a commitment to the training and ongoing development of industry workers.  CSTC encourages individuals to achieve the highest level of skill and knowledge possible in their chosen vocational area, therefore resulting in improved self esteem, personal growth, employment opportunities, safety into the workplace and quality of life.
Vision
CSTC strives to be recognised as a learning centre of excellence for vocational education and training.  We are an organisation that continually strives to achieve the highest possible standards of education, training and consultancy services specific to the building, construction and other related industries.
CSTC provides training in the following areas:
Occupational Health and Safety
Road Construction
High Risk Work Licenses – Scaffolding, Dogging, Rigging, 
Forklift, 
Crane operation
Bridge Construction
Plant Operations
Tunnel Construction
Confined Spaces
Pipe Laying
First Aid
Trenchless Technology
Asbestos Removal
Bitumen Surfacing
Concreting
And much more!
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ASSESSMENT FOR BSBWHS405A

	Student name
	     

	Date of assessment submission
	30/04/2015


	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. 
· 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. What is a WHSMS and its purpose
	· Workbook response (below)

	2. Documents relating to WHSMS
	· Workbook response (below)

	3. Elements of WHSMS and implementation
	· Workbook response (below)

	4. Develop and promote WHS policy
	· Workbook response (below)

	5. Duty holders under legislation
	· Workbook response (below)

	6. WHSMS planning
	· Workbook response (below)

	7. Implementing WHSMS plan
	· Workbook response (below)

	8. Evaluating WHS performance 
	· Workbook response (below)

	9. Review and improve WHSMS
	· 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).

[bookmark: _GoBack]

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

	Name of workplace
	Fredon Electrical

	Workgroup
	Electricians QUT Site



	ACTIVITY 1 

	a) Explain what a WHSMS is.
b) Explain why a WHSMS is a systematic and effective approach to managing WHS and achieving WHS objectives.



	
	Summary

	a) 
	A WHSMS is a set of plans, actions and procedures to systematically manage Health and Safety in the workplace. It is actively endorsed by a committed employer to achieve the provision of a safe and healthy workplace and the prevention/reduction of illness and injury equally for employees and contractors.All parties must be committed to the WHSMS for it to be a success.It requires support from all levels of the business.AS 4801-2001 provides a nationally recognised framework for managing and documenting how health and safety shoul be handled. 

	b) 
	The purpose of a WHSMS is to state clearly the WHS practices which the business aims to achieve.Policies are developed  to provide guidance to management and workers including contractors, visitorsand external agencieson how to reduce the risk of a specific workplace hazard or hazards to an acceptable level. Any area of business or activity that involves a significant risk should be governed by a WHS policy. Because compliance and regulation relies on WHS policy , breaking the rules of any policy can sometimes result in dismissal or even criminal action being taken.






	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 2 

	There are various legislative documents, standards and guidance documents to assist with the development of a WHSMS. Summarise what the following documents address, with respect to a WHSMS:
a) Work Health and Safety Act 2011 (Qld)
b) Work Health and Safety Regulations 2011 (Qld) 
c) Australian Standard AS/NZS 4801:2001 
d) Australian Standard AS/NZA 4804:2001 
e) Standards Australia publication HB 211-2001 
f) A code of practice relevant to your chosen workplace



	
	Summary of contents

	a) Work Health and Safety Act 2011 (Qld)
	Identifying hazards, assessing risks and making decisions about eliminating or minimising those risks. Making decisions about the adequacy of the facilities for workers welfare.

	b) Work Health and Safety Regulations 2011 (Qld)
	A WHSMS must comply with 4801:2001 or an equivalent system determined by the regulator.

	c) AS/NZS 4801:2001
	Provides guidance on-
How to set up a WHSMS
How to continually imimprove a WHSMS
The rescources required to set up and continually improve a WHSMS

	d) AS/NZA 4804:2001
	Commitment and policy
Planning
Implementation
Measurement and Evaluation
Review and improvement

	e) HB 211-2001
	Helps to
Develop or modify the system you have in place.
Run your WHSMS
Compare your WHSMS to AS4801
Make necessary changes to your WHSMS


	f) Code of practice
	Electrical code of practice-Managing Electrical Risk in the Workplace
WHSMS must-
Identify Hazards 
Assess the risks involved with hazards
Implement and maintain control measures
Review control  measures



	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 3 

	· Identify at least three (3) elements of a WHSMS (labelled a-c below)
· Describe the processes and procedures that small, medium and large enterprises use to implement these identified elements of a WHSMS.



	
	Element of WHSMS
	Small enterprise implementation
	Medium enterprise implementation
	Large enterprise implementation

	a)
	Manual Handling Procedure
	Training Supplied to workers
	Mechanical aids and tools supplied to workers
	Best practice and equipment and methods outlined on posters and in toolbox meeting etc.

	b)
	PPE Procedure
	PPE supplied to workers 
	Training in the correct use and types of PPE given to workers.
	Roll out of campaign on compliance with PPE procedure. Incentives offered for total compliance.

	c)
	Chemical Management Procedure
	MSDS supplied to workers
	Training supplied to workers on the composition, use and first aid for certain chemicals
	Specialist staff employed employed solely to deal with Hazardous chemicals.



	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 4 

	To demonstrate your commitment to comply with relevant WHS legislation explain your involvement with an injury management policy and return-to-work policy, as a workgroup supervisor. In particular, explain how you would:
a) Contribute to the development and promotion of these policies within your workgroup.
b) Seek the contribution and support of others in the development and promotion of these policies in your workgroup. 
c) Apply these policies to your own and others’ work areas and job roles.
d) Communicate to others about the importance and application of these policies.



	
	Injury management policy 
	Return-to-work policy

	a) Development  and promotion
	Outline-
What should be done in the event of a workplace injury.
What first aid and by who
Wow will they access initial first aid treatment.
Notification procedures
How to assist worker to lodge Compensation claims.
	Appoint a return to work coordinator.
Develop steps which comply with the best interests of the worker involved and in line with the legislation. 

	b) Seek contribution and support
	Seek the direct input of management to workers to show the workforce that management are serious about their safety. 
	Seek input from medical professionals and industry experts with knowledge of previous injury recovery times and workers needs in order to make a full recovery.

	c) Apply policy
	Apply first aid
Contact doctor
Help complete claim forms
Support worker
Develop return to work program
Specify return to work goal
Identify alternate duties
Monitor and update return to work program.
Communicate with injured worker and their doctor
	Apply suitable duties etc as outlined in the step above to to get the worker back to work promptly without hindering their recovery. 

	d) Communicate policy
	Toolbox Talks
Posters 
Inductions
WHSMS
	Flyers
Notices
Newsletters
HSC's



	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     




	ACTIVITY 5 

	· Identify two (2) individuals or parties who hold a duty under the legislation which affects your immediate workgroup. 
· Describe their duty and how it relates to your workgroup and job role.
· Specify the section of the legislation which identifies their duty. 



	Name of duty holder
	Describe duty and how it relates to your workgroup and job role
	Relevant legislation (including section number)

	Workers
	They must comply, so far as reasonably able, with any reasonable instruction given by the PCBU to allow the PCBU to comply with WHS laws , and cooperate with any reasonable policy or procedures of the PCBU relating to health and safety at the workplace that has been notified to workers. My role as supervisor is to make workers aware of their duties and to ensure their compliance. Monitor and report performance and adapt changes to improve compliance if required.
	Section 28

	Other persons at the workplace
	Any person at a workplace including customers and visitors must take reasonable care of their own health and safety and that of the others that may be affected by their actions and omissions. My role as Supervisor is to ensure that they know and understand their duty and that they comply.
	Section 29



	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 6 

	You are required, as a workgroup supervisor, to contribute to WHSMS planning for the following elements:
a) Compliance with WHS legislation
b) Effective injury management
c) Effective return-to-work of injured workers

Explain how you would:
· Contribute to WHSMS planning for these elements.
· Communicate the planning process to others.
· Facilitate contributions to the plan from others. Be sure to consider timely collation of feedback.



	
	Contribute to planning
	Communicate planning 
	Facilitate contributions to plan

	a)
	Establish Procedures 
Prepare for emergency 
Create incident response plan.
Reporting procedures to be identified including timelines.
	Emails, Meetings, Information leaflets passed out to all stakeholders.
	Include workers in the planning meetings and ask for their input. Use suggestion boxes etc to gather ideas.
keep workers and management informed as tothe progress of the plan.


	b)
	Plan First Aid treatment options.
Identify local medical centres and hospital etc and establish contact with them to ensure prompt treatment in the event of an injury.
	Contact locl medical centres etc with details of the site and inform workers of procedures to be followed in an injury occurs. 
	Ask correct protocol from medical facilities and Principal contractor.
Ask workers and management for input into into injury management procedures in site meetings.

	c)
	Establish suitable duties.
Communicate/consult with doctors and injured worker.
Monitor worker progress/health regularly.
Document worker progress.
	One on one with worker.
Email management.
Pre start other workers in the work group of the situation.
	Ask doctors advice.
Encourage the worker to report their progress and health regularly.



	Outcome for Activity 6
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 7 

	You are required, as a workgroup supervisor, to implement the WHSMS plan (from Activity 6) for the following elements:
a) Compliance with WHS legislation
b) Effective injury management
c) Effective return-to-work of injured workers

Explain how you would:
· Implement the plan as it applies to your own work area and job role.
· Communicate and explain the plan to others in relation to their roles and responsibilities as specified in the plan. 
· Facilitate the contribution of others to implementing the plan. 
· For each area, provide one (1) example of a problem that could occur with the implementation of the WHSMS.



	
	Implement the plan
	Communicate and explain the plan 
	Facilitate others’ contributions 
	Problem with implementation

	a)
	Gain direction from management. Monitor workers compliance and encourage the use of correct procedures etc.
	Lead by example with always complying with policies and procedures and assisting others to comply as you go.
	Encourage input and ideas. Set up meetings put out emails and post on notice boards, establis suggestion boxes.
	Workers not willing to change the way they have always done things in order to comply with procedures.

	b)
	Set out what is to be done with regard to injury reporting and response.
	Post the procedure for injury reporting and treatment in lunch sheds etc for the workers to quickly reference. 
	Seek advice from medical staff and the worker as to the extent of the injury and treatment required. 
	Workers not reporting injuries and incidents that have happened.

	c)
	Appoint return to work coordinator and assist workers in returning to work with adequate medical treatment and support.
	Post procedure for return to work and outline to the workers what is required in relation to returning from injury.
	Consult management to facilitate suitable duties in order for the worker to return.
	Workers milking the system in order to get extended time off from work.



	Outcome for Activity 7
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 8 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the areas of:
a) Compliance with WHS legislation
b) Incident investigation

Explain how you would:
· Contribute to evaluation of these areas.
· Communicate and explain evaluation of WHS performance to others. 
· Facilitate others’ contributions to evaluate of WHS performance. Be sure to consider timely collation of feedback.
· For each area, provide one (1) example of a limitation that might exist in the WHSMS (or a possible negative effect of the WHSMS on WHS) that could be identified through the evaluation. 



	
	Contribute to evaluation
	Communicate and explain evaluation
	Facilitate others’ contributions 
	Example of a limitation or negative effect

	a)
	Undertake internal audit of WHSMS against industry standards.
	Complete audit on company documentation and report to both management and staff  the results and any improvements required.
	Organise WHS experts to externally audit WHSMS for compliance and modify ASAP to meet any standards currently not being met.
	Workers becoming frustrated by being slowed down and having to perform tasks by specified methods to comply with legislation.

	b)
	Audit the findings of investigations to establish weather the findings were suitable and that the ongoing  Health of the worker is OK and that adequate systems have been put into place to prevent a repeat of the incident. 
	Put changes into WHSMS and SWMS and toolbox all workers on new/changed procedures etc.
	Invite input from the workers by way of suggestion boxes etc. The communication with them should clearly define the scope of the audit/processes for evaluation , the benchmarking tool used and the process for the conclusions/findings.
	Workers not being honest for fear of being disciplined for breaches of the WHSMS.



	Outcome for Activity 8
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	ACTIVITY 9 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the areas of:
a) Compliance with WHS legislation
b) Incident investigation

Explain how you would:
· Contribute to review and improvement of these areas. 
· Communicate and explain to others the review and improvement of the WHSMS. 
· Facilitate others’ contributions to review and improve of WHSMS. Be sure to consider timely collation of feedback. 



	
	Contribute to review and improvement
	Communicate and explain review and improvement to others
	Facilitate the contributions of others

	a)
	Continually evaluate the performance of the WHSMS against the company's WHS Policies, objectives and targets for the purpose of identifying opportunities for improvement.
	Include all stakeholders 
Be specific about areas reviewed and improvements added
Explain how the review was undertaken to satisfy the company's WHS policies and obligations.
	Toolbox Meetings
Staff Meetings
Work Functions
Intranet
Email

	b)
	Review the outcomes of the  Incident investigation. 
Pay particular attention to the current health and safety of workers
Establish reasons why the incident occured.
Establish preventative measures that will prevent the incident happening in the future.
	Outline the changes to processes and procedures and how they will affect workers on a day to day basis.
Promote the importance of making the changes to ensure that all workers are safe and go home to their families every day. 
	Do it face to face where possible.
Be open minded and allow for input from all levels including worker and management.



	Outcome for Activity 9
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following are elements of WHS policy? Select all that apply.
	x 	Commitment to comply with relevant WHS legislation. 
	x 	Effective rehabilitation management of work injuries and disease.
	x 	Documenting, implementing, maintaining and communicating the WHS 			policy to all workers.
	x 	Return to work of injured workers.

	☐

	2. Development, promotion and communication of WHS policy the responsibility of PCBUs only. 
	☐ 	True
	x 	False

	☐

	3. It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS.  
	x 	True
	☐ 	False

	☐

	4. Which of the following are types of evaluation processes for monitoring WHS performance. Select all that apply. 
	x 	Worker health surveillance. 
	☐ 	Writing policies and procedures.
	x 	Monitoring effectiveness of risk controls.
	x 	Auditing.

	☐

	5. Standards Australia’s documents for Occupational Health and Safety Management Systems are applicable for Work Health and Safety Management Systems.
	x 	True
	☐ 	False
	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers


























image2.jpeg
{





image3.jpeg




image1.png




image4.png




