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ASSESSMENT FOR BSBWHS403

	Student name
	Joshua A\L James Andrew

	Date of assessment submission
	Click here to enter a date.


	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
	Malaysia Marine Heavy Engineering

	Workgroup
	Fabrication and Construction Team



	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 Director

	Roles, duties, rights and responsibilities regarding consultation and participation

	a) Plan the delivery of the project at hand.
b) Manage the day-to-day working, utilisation, implementation and technical consultants engaged on client assignments. From ensuring the correct material turns up before a job, to explaining the work ethics and activities to colleagues.
c) Report progress on projects by suitable media to sector management, maintain and update project reporting, checkpoints and financial reporting to a high standard.
d) Plan and arrange visits to existing and new potential clients, ensuring every client receives sufficient support to enhance their relationships.
e) Develop contacts with senior staff, directors, and other influential staff within each account during the implementation phase.
f) Co-ordinate required support levels and training.
g) Produce reports on each project at agreed intervals, and whenever substantive actions are required.


	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011, Division 3—
Further duties of persons conducting businesses or undertakings 
Section 20, Duty of persons conducting businesses or undertakings involving management or control of workplaces

	Communication method and timeframe

	Communicate through developed procedure, Weekly project progress meeting, Quarterly management meeting, management leadership walkabout PULSE leadership session, quarterly bulletin, deliver Mass Safety talk, and management expectation one time every three months and to intervene and report any unsafe act and conditions.




	Name of Individual/Party 1

	Independent Australian Government Statutory body. For example Worksafe Australia

	Roles, duties, rights and responsibilities regarding consultation and participation

	a) coordinate and develop national policy and strategies
b) assist with the implementation of model WHS legislation and reform the legislative framework
c) carry out and publish research
      d)  collect, analyse and report data 

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011, Division 3—
Further duties of persons conducting businesses or undertakings 
Section 20, Duty of persons conducting businesses or undertakings involving management or control of workplaces

	Communication method and timeframe

	Organize workshop, conference, distribution of case study, guidance materials, information sheet, fact sheet, deliver seminars, annual report, and deliver trainings.  




	Name of Individual/Party 2

	Discipline Engineers 

	Roles, duties, rights and responsibilities regarding consultation and participation

	1) To check and ensure that safe working procedures and practices are followed.
 
2) To promote a proactive safe awareness amongst their fellow workers through tool box talk, weekly safety talk, daily surveillance and coaching.

3) To Prevent and intervene all unsafe acts and unsafe conditions towards creating and maintaining a safe and healthy working environment.

4) To participate actively in HSSE meetings and Safety Inspections.

5)  Ensure that equipment is inspected and provided with valid Equipment Pass/Inspection Tag/Colour Coding and is safe to use.
  
6) To ensure that the workers use correct PPE that is in good condition.

7) To participate in accident/incidents and near miss investigation if required, and implement any necessary safety recommendations to prevent recurrence.

8) To participate actively in the U-See, U-Act reporting program.

9) To plan the job sequence in order to help eliminate any foreseeable potential hazard and risks.

10) To ensure good housekeeping is maintained at all times

11) To ensure workers under his control understand the Emergency Response Procedure
Roles, duties, rights and responsibilities regarding consultation and participation

	Documents which outline roles, duties, rights and responsibilities

	Work Health and Safety Act 2011, Division 3 Division 4—Duty of officers, workers and other persons, section 27, Duty of officer and Section 28, Duty of workers

	Communication method and timeframe

	Daily toolbox talk, weekly HSE meeting, SIMOPS meeting and PTW meeting, PULSE for Workforce Session, JSA session and weekly safety talk




	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

	 The Project HSE monthly work team meeting that is chaired by the SITE Manager  and or his nominated  person, comprises the HSE Manager, Construction Managers, all the Sub-contractors SITE Managers, and the client Site and HSE Representatives. 

The HSE work team meetings will be held to maintain close communication among all the parties and individuals working on the Site. The results of the meetings shall be made known to all concerned parties and all employees by means of briefing, notices or posters placed on the HSSE bulletin boards, etc.

Issues discussed will include, but will not be limited to:

1. Safety Moments
2. HSSE KPI’s performance and deliverables
3. Incidents and Lesson learnt
4. Risk management and activities
5. HSSE audit schedule and training activities   

	Your involvement in set up and running of process

	Role of setting up and running of this meeting as HSE advisor are 
1. Send invitation to all required participants

2. Preparation of agenda, venue and HSSE statistics 

3. Prepare and produce the minutes of meeting

4. Update the action items of the HSSE issues that have been raised in the previous work team meeting



	How you communicate with individuals and parties about process

	The work team meeting was implemented on monthly basis and communicated throughout the meeting as participants are all from subcontractor, contactor and client top management. Then, the minutes of meeting was produced within 3 working days after the meeting and distributed to all the participants via email.

	How you support participation of individuals and parties in process

	Consultation and solution is given to the respective issue throughout the processes. Feedback from various parties are also welcome and make necessary improvement as necessary.




	Name of process 1

	Job Safety Analysis (JSA)

	Describe process

	JSA is conducted for activities with medium and high risks where the potential for accidents /incident or work related illness exist. 

Supervisor has the responsibility for identifying the tasks that require job safety analysis. For the daily routine job, generic JSA shall be produced as required. However the JSA for the non-routine and activities with significant risks shall be specific to the related job.

The engineer to prepare a JSA related to the specified tasks and activities to be carried out before commencement of work. The client to be notified of all the JSA development meetings and client representatives to attend as necessary. 
		
The hazard for each step for the activity shall be assessed for accident potential based on project risk assessment matrix (RAM). The hazard shall be controlled through the use of hierarchy of controls.

Project supervisor is responsible for the job execution and communicate JSA to the workers during toolbox talks. He shall ensure personnel understand the hazards/risks associated with the activities and control measures to be adopted.

	Your involvement in set up and running of process

	First of the processes is to identify the routine, high risk and non-routine job. This is normally done by the respective engineers. Then, the JSA is breaking down to the steps of activity to familiar with the activities. It is then identify the hazard and assess the accident potential consequences of each steps. Next is determine control measures to counter each of the hazard. Lastly, review the JSA and prepare a checklist to ensure all requirements are compiled with prior to work execution.  

	How you communicate with individuals and parties about process

	The routine and non-routine job would be declared in the daily Permit to work (PTW) meeting to ensure the chairman are well identified of the activity. Continues daily surveillance and monitoring and the checklist is carried out at site by HSE personnel to ensure all job are with JSA or else stop work to be enforced.

	How you support participation of individuals and parties in process

	The nan routine activity would be applied a PTW and raised in the daily PTW for approval. Then the JSA was communicated in the toolbox talk prior of the work commencement with all the personnel involved in the activity.




	Name of process 2

	Hazard Identification (HAZID)  workshop

	Describe process

	Hazard Identification for all work activities would be established, which enable all personnel to identify the hazards, the level of risks involved and the control measures to prevent incidents and injuries related to the work activity.  The work activities are divided into various disciplines.

Project will be using the hazard prompt 10 + 1 method to identify the hazards that relevant to the production or specific activity throughout its total cycle or parts thereof.
 
The team who conducted the hazard identification process shall at least review each of the 10+1 hazards prompt in ensuring that all the hazards during the activity being recognized.

All risk associated with the hazards identified should be evaluated and assessed based on the established level of risk and deciding whether or not the risk is tolerable.

	Your involvement in set up and running of process

	The HAZID workshop is implemented to all phases of project progress such as construction, super lift and commissioning. The workshop is held together with the key personnel in the respective phase. The workshop is to identify the associated hazard to each phases of project and determine best control measures to be in place for a safe operation.
Then, the identified hazard, risk assessment, and risk control is minutes down in the specific HAZID template.  

	How you communicate with individuals and parties about process

	That HAZID workshop would be carried out prior each phases of the project progress are begin. Checklist would be produced to ensure all the control measures are compiled. Audit would be carried together with client representatives to ensure the control measures given in the workshop are in placed prior the work begin.  

	How you support participation of individuals and parties in process

	Consultation and solution is given to the respective issue throughout the processes to ensure the control measures given are reasonable and practicable. 

Official HAZID report and minutes of meeting are produced within 3 days after the workshop and distributed to all participants.




	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

	Discipline Engineers

	Required for effective involvement in consultation and participation 

	To be integrated into the system of the working system so that they are able to provide accurate and precise information as work is being done 

	Training that may be provided to assist

	Training to be given different situations as where discipline is lacking and provide the suitable input according to the different situations.  

	Your involvement in delivery of training

	Involvement in training by setting guidelines and providing different situation where the discipline engineers will have to come into action 




	Name of Individual/Party 2

	Independent Australian Government Statutory body, for example Worksafe Australia

	Required for effective involvement in consultation and participation 

	The core of the training as it is the core of all laws which will be the guideline on which the training will be built upon

	Training that may be provided to assist

	Not necessary as they are the law

	Your involvement in delivery of training

	Involvement will be in the likes of bringing forth and underlining which laws ad regulatory information will have to be subjected and prioritised to ensure the training is fully compiled and fulfilled 




	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

	Employers, supervisors and/or YWs lack understanding or have unrealistic expectations about WHS consultation processes and outcomes, e.g. employers may believe that only older, more experienced employees are worth consulting about WHS or YWs may think that because they have been praised for offering a suggestion, their employer will put their idea into action, regardless of whether it is appropriate.

	Measure to remove barrier

	Create a formal YW WHS consultation policy outlining the objectives and procedures for consulting YWs about WHS.

	Contribution to development of measure

	Help in identifying the potential of every employee regardless of experience and depend heavily instead of quality of input given

	Contribution to implementation of measure

	Help in the implementation of the consultation policy which could be done regularly by helping to obtain reviews and suggestion about the consultation policy

	Contribution to evaluation of measure

	Help evaluate the policy by using feedback from the effectiveness of the consultation taken from other people and also the suggestions from the other people 




	Describe barrier 2

	Difficulty finding time to adequately consult YWs, especially when YWs are only employed on a casual or part-time basis.


	Measure to remove barrier

	Consider using alternatives consultation methods such as surveys, emails, SMS and suggestion boxes. Another idea is to make WHS consultation a standing item on staff meeting agendas. Create an annual schedule of WHS items to include at each meeting, e.g. equipment safety, bullying and harassment, slips, trips and falls, etc.

	Contribution to development of measure

	To help develop an appropriate system of consultation using emails, SMS and suggestion boxes by giving ideas on how and who collects and reviews these request 

	Contribution to implementation of measure

	Help by spreading and notifying the news that the system has to be used to report and communicate and WHS related issue 

	Contribution to evaluation of measure

	Help in reviewing the outcome of the system and the productivity and safety increase which it has given by making a spreadsheet evaluation  




	Describe barrier 3

	YWs are excluded from the consultation process, their views on WHS are ignored or their opinions have less value than those of older/more experienced workers

	Measure to remove barrier

	Consult employees via WHS 'workgroups' representing a cross-section of employees to make sure everyone's views are expressed and considered. Workgroups can be formed in a number of ways, e.g. employees who are new to the workplace, doing similar jobs, working similar hours or in a particular building, etc. The important thing is that everyone, including YWs, gets involved in understanding and finding solutions to WHS issues.

	Contribution to development of measure

	Help in the process of developing the workgroups and setting the task and issues to be faced by them

	Contribution to implementation of measure

	To help in the enforcement of the workgroup and to make sure that no one is being disregarded in the workgroup, ensuring everyone provides input

	Contribution to evaluation of measure

	To help in analysing and categorising the produce and inputs given by the workgroups




	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
	Goh GekNgo

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

	Phone number of observer
	+60 3 2116 7894

	Email address of observer
	gngoh@technip.com

	Signature of observer
	
	Date
	26/05/2017
	Comments
	




	Outcome for Practical Task
	☒ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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