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Construction Skills Training Centre 
We are here to improve your future 

Quality instruction, service, fairness
and integrity - always

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
	Kerry Harman

	Date of assessment submission
	8/01/2015


	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
	Blackwatch Northlakes

	Workgroup
	Plasterers



	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
	The PCBU, so far
as is reasonably practicable, consult, as required under in this
division and any regulation, with workers who carry out work
for the business or undertaking who are, or are likely to be,
directly affected by a matter relating to work health or safety.
 If the PCBU and the
workers have agreed to procedures for consultation, the
consultation must be in accordance with those procedures.
The agreed procedures must not be inconsistent with section 48

	Section 47 of the 2011 Act requires PCBUs to consult with workers 
	 The PCBU though the nominated Health and Safety Committee and HSR reps must report back to all workers any changers to procedures/ WHS issues and outcomes from meetings as soon as reasonable possible. This could be done though tool box meetings or daily pre starts or in other cases this may be through newsletters or emails. 

	2
	HSC
	The PCBU at a
workplace must establish a health and safety committee for
the business or undertaking or part of the business or
undertaking—
(a) within 2 months after being requested to do so by—
(i) a health and safety representative for a work group
of workers carrying out work at that workplace; or
(ii) 5 or more workers at that workplace; o if required under a regulation to do so, within the time
prescribed under a regulationr
	Section 75 Work Health and Safety Act 2011 
	Health and Safety Committee and HSR reps must report back to all workers any changers to procedures/ WHS issues and outcomes from meetings as soon as reasonable possible.This could be done though tool box meetings or daily pre starts or in other cases this may be through newsletters or emails 

	3
	Workes
	Take reasonable care for his or her own health and
safety; and
(b) take reasonable care that his or her acts or omissions do
not adversely affect the health and safety of other
persons; and
(c) comply, so far as the worker is reasonably able, with any
reasonable instruction that is given by the PCBU to allow the
person to comply with this Act; andco-operate with any reasonable policy or procedure of
the PCBU relating to health or safety at the workplace that has
been notified to workers.

	Work Health and Safety Act 2011 section 28 Duties of workers

	Relevant information form HSC meetings is shared with workers. The works be given opportunity to express their views and to raise work health or safety issues in relation to the any matter and to contribute to the decision-making process in relating to the matter. And that the views of workers are taken into account by the PCBU and that the workers consulted are advised of the outcome of the consultation in a timely way via tool box/ pre start talks. 



	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
	     
	     
	     
	     

	2
	Tool Box Talk
	Meetings held on the same day and same time every week
	Tool box talk is documented by the HSR rep holding the meeting on a supplied tool box talk form that all persons attending are required to sign at close of meeting.
	The meeting is for all who attend to be able to raise any safety concerns/ hazards they have noticed or correct procedures not being followed.
	To ensure everyone feels free to raise any points that they are concern about and are able to communicate points within the group setting freely. To convey that the meeting will be supported by the points being raise will be investigate and rectified and bought up at the HSC meeting. 

	3
	HSC Meeting
	Meetings held on the same day and same time every week
Attendance is mandatory for all HSR Reps from subcontractor companys

	Meetings are chaired and documented by the WHS consultant who represents the PCBU 
	The meeting is for all who attend to be able to raise any safety concerns/ hazards they have noticed or correct procedures not being followed.All subbies at the meeting can be informed of the works being scheduled for the coming week and procedures to be followed in regards to safe interaction with other trades 

	All HSR reps are encouraged to raise any points that they are concern about and are able to communicate points within the group setting freely.All points being raise will be investigate and rectified and a copy of the minutes from the meeting supplied to each rep for report back to their respective workers via pre starts/ tool box talks. Minutes to be review form the previous week at the start of each meeting to ensure that all points have been suitable dealt with. 



	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
	Plasterboard 
	SWMS,Hazardous substance risk assessment ,pre start meeting 
	Ensure all workers have been adequately trained. Have a understood SWMS and have the current MSDS available on site at all times. 

	2
	WHS acts and regulations
	SWMS ,pre start meeting tool box talks
	Conduct Daily pre start meetings and weekly tool box talks. Carry out risk assessments when required 

	3
	WHS policies and procedures
	Ensure there is an open forum for workers/HSR rep etc. to discuss  WHS policies and procedures. 
	Report back to workers through tool box talks and changes to policies and procedures.



	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
	To Ensure the PCBU rep conducts HSC meetings on a weekly bases or when required. Pre start meetings to communicate with all workers on site.
	To consult with an outside source e.g. CFMEU union 
	Invite union rep to give talks at upcoming tool box talks 

	2
	Workes
	Ensure there is an open forum for workers with pre start meetings and tool box talks. Make yourself available to workers at any time they may have a concern.
	Conduct training ‘in-house’ or workplace-based training 
Engage a WHS training consultant to deliver appropriate training 
Find online training 
	Conduct Daily pre start meetings and weekly tool box talks. Ensure all workers have a good understanding of SWMS.



	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
	Language 
	Making changes to the method of communication
 
	Use computer to translate documents e.g. SWMS into another language 
	Check site for a possible translator to ensure that workers have a good understanding of all  WHS policies and procedures SWMS etc.
	Have an informal discussions with workers to ensure that they understand and see if something else could be implemented 

	2
	Geography 
	Making changes to the method of communication
	[bookmark: _GoBack]Conducting training for those responsible for communicating WHS information in the same location.   
	Follow up via phone calls. Inform vai email any changers to policies and procedures.
	Conduct HSC conference calls between sites to ensure all parties are fully informed and all concerns are reported and acted upon. 

	3
	timing and shift work  
	Conduct HSC meetings on a weekly bases  when all supervisors/ HSR rep can attend. 
	Ensure all supervisors/ HSR rep pass on information via pre start meetings and communicate with all workers on their shift. 
	Ensure all supervisors/ HSR have copies of HSC meeting minuets and blank pre start forms and tool box talk form for their meetings with workers.   
	Ensure all supervisors/ HSR rep pass back copies of pre start meetings/ tool box meetings to check that all relevant information was passed on to workers and discussed. 



	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     





	Outcome for On-line 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]

	☐

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

	☐

	3. Promote WHS consultation and participation processes 
	☐

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

	☐

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

	☐

	Name of third party
	     

	Role of third party 
(Confirm their suitability to sign report)
	     

	Date of report completion
	Click here to enter a date.
	Phone number of third party
	     

	Email address of third party
	     



	Outcome for Third Party Report
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
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