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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 BSBWHS403A

	Student name
	Damian Wilson

	Date of assessment submission
	24/03/2015


	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. 
· Third Party Report: You will be required to have a third party 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. Communicating and sharing information
	· Workbook response (below)

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

	5. 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
	QUT Kelvin Grove John Holland Site

	Workgroup
	Fredon Electricians



	ACTIVITY 1 

	a) Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 
b) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
c) Name the Act and relevant section of WHS legislation which imposes these roles, duties, rights and responsibilities
d) Identify how you would communicate these roles, duties, rights and responsibilities to relevant individuals and parties and in what timeframe



	
	Name of individual or party
	Roles, duties, rights and responsibilities 
	Relevant section of WHS legislation
	How to communicate 

	1
	PCBU
	Has  a duty to consult with workforce.
Role is to provide relevant WHS information to workers.
Right to be provided with a reasonable amount of time to implement changes and act on suggestions etc.
Responsibility to ensure views of workers are taken into account and workers are advised of outcomes in a timely manner.
	Section 5 www.safeworkaustralia.gov.au

Safe Work Australia Worker Representative and Participation Guide

comcare.gov.au
	Through Management and Site meetings.
Through Emails,Alerts,Newsletters, Notice Boards.
To be communicated in a timely manner.

	2
	Site Supervisor
(Myself)
	Encourage Managers to share Health & Safety information with workers about Health and Safety matters.
Facilitate open disscussion between managers and workers.
Ensure workers views are taken into account and given adequate consideration.
Right not to pass on any direction given down by manager that is not reasonable or practical.
	Section 5 www.safeworkaustralia.gov.au

Safe Work Australia Worker Representative and Participation Guide

comcare.gov.au
	Through Management and Site meetings.
Through one on one disscussions and training.
Through Emails,Alerts,Newsletters, Notice Boards.
To be communicated in a timely manner.

	3
	Worker
	Role to comply with any reasonable direction from PCBU/Management in regard to WHS.
Has a duty to provide feedback and ideas and input to WHS procedures and policies.
Right to refuse to take an unreasonable order or direction given to them about their WHS.
Responsible to report any WHS issues incidents, near misses or ideas.
	Section 5 www.safeworkaustralia.gov.au

Safe Work Australia Worker Representative and Participation Guide

comcare.gov.au
	Through Management and Site meetings.
Through one on one disscussions and training.
Through Emails,Alerts,Newsletters, Notice Boards.
To be communicated in a timely manner.




	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 (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 implement and communicate these processes to individuals and parties
d) Describe how you support the participation of individuals and parties in these processes



	
	Name of process
	Describe process
	Set up and running of process
	Implement and communicate
	Support and communicate

	1
	Work team meetings
	Gather workers together once weekly to communicate Safety issues, alerts ,near misses and to review safety expectations.
	Document meeting on company paperwork.
Implement weekly time set aside for meetings. Source topics for meetings.
	Engage workers in discussions around Workplace Health & Safety. Allow workers to voice opinions and ideas.
	Allow workers to feel comfortableto speak freely . action all items to the best of my ability to give the workers confidence that their issues/ideas are valued. 

	2
	Audits of Work procedures
	Observe workers doing tasks and check for conformance with company Safe work Procedures.
	Check off worker against company Audit forms for their performance in the field.
	Give worker notice that they will be observed, inform them of the benifits that they are working according to company procedures  for both them and the company alike.
	Give the worker feedback and training if required. Encourage the worker to voice opinions/changes that could be made to the procedure. ensure them that they will not be in trouble if they are working outside of company procedures, rather trained and informed of the correct procedures.

	3
	SWMS Reviews
	Read through current SWMS and review all steps to keep them fresh in the workers minds. Encourage input,changes, opinions from the workers.
	Schedule meeting, Print copies of SWMS, Review Changes, notify management of changes and implement. 
	Encourge all workers to participate, request input from all in attendance.
	Ensure the meeting is an environment where all feel comfortable to voice opinions and ideas. Ensure all ideas etc are given consideration and evaluated.



	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     




	ACTIVITY 3 

	Consider the following types of WHS information and data:
· Manufacturer manuals and specifications
· WHS Acts, regulations, codes of practice, standards and guidelines
· Workplace WHS policies and procedures

For each type of information and data chosen:
a) Explain the consultation and participation process for communicating and sharing it
b) Describe how you contribute and participate in these processes, as relevant to your role



	
	Name of information or data
	Describe process for communication and sharing
	How you contribute and participate 

	1
	Manufacturer manuals and specifications
	[bookmark: _GoBack]MSDS. Hand out MSDS and read through all areas of document. Ensure everybody understands all information and Safety precautions for the substance.Ask for input as to what could be done to ensure safety when working with the substance in our situation. Inform workers of where MSDS are stored for their reference at any time. Get workers to sign on to document.
	Gather Data, chair the meeting. 
Create MSDS file.
Record and implement ideas from workers.

	2
	WHS Acts, regulations, codes of practice, standards and guidelines
	Post updates or changes to relevant legislation , guidelines etc on Crib Hut notice boards.
	Stay up to date with current legislation etc.
Sort through and source relevant information to display on site notice boards.

	3
	Workplace WHS policies and procedures
	Induct company staff and sub contractors into company SWMS on each project when they start on site and review regularly in site toolbox meetings. 
	Conduct and record Company site inductions and chair toolbox meetings and minute.



	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     






	ACTIVITY 4 

	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 participation and consultation
b) Outline what training may be provided to assist in the improvement of their participation and consultation
c) Explain how you could be involved in the delivery of the training you have identified



	
	Name of individual or party
	Required for effectiveness? 
	Possible training
	Your involvement in delivery 

	1
	PCBU
	Open To Constructive Criticism.
Not pass judgement onto workers.
Act swiftly on items tabled.
Remove barriers between management and workers.
Create an environment where all feel valued.
	Communication skills
	Suggest and show ways to provide information that will be understood or taken on by workers in a more positive way.

	2
	Worker
	Open to take on reasonable instructions.
Positive attitude toward WHS and Management.
Willingness to help improve/maintain WHS in their workplace.
	HSR Training
	Source training organisation.
Arrange payment and time away from site with management.



	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     




	ACTIVITY 5 

	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 contribute to the development, implementation and evaluation of this measure.



	
	Identify barrier
	Measure to remove barrier 
	Contribution to development of measure
	Contribution to implementation of measure
	Contribution to evaluation of measure

	1
	Workers not feeling comfortable sharing ideas in front of peers.
	Assure workers that all of their ideas and input is valued no matter how big or small.
	Encorage people to speak up.
Allow them to come forward with ideas confidencially. Supply a suggestion box for ideas and opinions.
	Encourage workers and foster an environment where people feel their ideas and opinions are valued and acted upon.
	Monitor worker input and ideas coming from meetings.Monitor worker buy in to safety and to meetings.

	2
	Time Frame of acting on or responding to workers ideas or concerns.
	Improve timeframe of acting on WHS items to improve worker confidence in the system.
	Action items that are within my power promptly.
Encorage management to make changes, improve systems and procedures etc.
	Actout all items within my level of authorisation.
	Collect workers feedback and guage workers satisfaction with turnaround of items.

	3
	Information not relevant or poorly presented
	Present information that is relevant to the workgroup and current activities that are happening on site.
	Ensure relevant material and involve all attendees in the presentation where possible. Use different delivery techniques to relate to the audience. 
	Always strive for new material to present and ensure that it is relevant  and presented in a way that keeps the interested and eager to inplement and comply with it.
	Monitor workplace injuries and incidents and compare against idustry standards and the workgroups previous statistics.



	Outcome for Activity 5
	☐ 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. 
	x 	True
	☐ 	False

	☐

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

	☐

	3. Which of the following are methods that allow for both consultation and communication of WHS information and data? Select all that apply.
	x 	Safe work procedures
	x 	Alerts from WHS regulator
	x 	Standards
	x 	Risk assessments in the workplace

	☐

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

	☐

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

	☐



	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     


THIRD PARTY REPORT

You are required to have a suitable third party to verify your ability to complete the following:

	SKILLS
	VERIFIED

	1. Communicate verbally and in writing at a health and safety committee meeting [consisting of health and safety representatives, managers, supervisors, persons conducting businesses or undertakings (PCBUs) or their officers]

	x

	2. Communicate information about the roles, duties, rights and responsibilities of individuals and parties 

	x

	3. Promote WHS consultation and participation processes 
	x

	4. Contribute to the delivery of training to increase effectiveness of WHS consultation and participation

	x

	5. Develop, implement and evaluate measures to remove barriers to WHS consultation and participation processes.

	x

	Name of third party
	Michael Sawyer

	Role of third party 
(Confirm their suitability to sign report)
	Project Safety Advisor (John Holland QUT Site)

	Date of report completion
	23/03/2015
	Phone number of third party
	0407 254 654

	Email address of third party
	michael.sawyer@jhg.com.au



	Outcome for Third Party Report
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
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