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ASSESSMENT FOR BSBWHS403A

	Student name
	MOHD NUJAIMI BIN ABU BAKAR

	Date of assessment submission
	26/02/2016


	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
	Malaysia Marine Heavy Engineering, Pasir Gudang

	Workgroup
	Fabrication of Oil and Gas Platform



	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
	Project Director
	1) Chairman of Quarterly Project Safety Committee meeting and ensure participation from the committee members
2) Ultimate responsibility on effective implementation of HSE Plan by communicating roles, responsibility and his expectation to the respective individuals involved in the project
3) Provide sufficient resources for the implementation of HSE program
	 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
	1) Communication through engagement with project team on site, in meeting and special event. 
2) Deliver expectationto the workers during Stand Down or Mass Talk.
3) In Quarterly Project Safety Committee meeting, he address his HSE concern straight away to subcontractor MDCEO and demand for action or improvement.

Intranet System, HAZID meeting  

	2
	Discipline Lead
	1) To lead the daily toolbox talk and delegating task which involves dicussion in completing the task in safely manner.
 
2) To promote participation from his team member in proactive safety culture through tool box talk, intervention, accident reporting, weekly safety talk, daily HSE 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, HAZID session, JSA meeting and Safety Inspections.

5)To lead the accident investigation as required by Project Director 
	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

	Daily toolbox talk, Weekly HSE meeting, Discipline Meeting, SIMOPS meeting and Permit To Work meeting, PULSE for Workforce Session, JSA session and Weekly safety talk, Intranet System, HAZID meeting 

	3
	 HSE Manager (myself)
	1) Administer legal register to ensure continous compliance with legislation.
2) Facilitator for HAZID session and JSA meeting. 
3) Secretary for Quarterly Project Safety Committee meeting and accident investigation. 
4) To support Project Director in implementing HSE plan by setup the policy, planning, execution, monitoring and review of HSE performance.
5) Provide HSE data such as leading and lagging indicator, activity plan, audit and accident report.
6) Managing HSE resources for the effective execution of HSE Plan.
	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
	Organize workshop, conference, safety meeting, mass safety talk, stand down, distribution of case study, guidance materials, information sheet, fact sheet, deliver seminars, annual report, hazard alert, engagement with workers, deliver induction, U See U Act program, survey and  trainings.  



	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
	The program will start with site walkthrough. Team member consist of Project Manager, Client, WSH Practitioner, Subcontractor, and Discipline Lead. The walkthrough is to identify the site condition, unsafe act and condition and to engage with workers to understand their WSH issues. Then, team will proceed with meetings. Item to be discussed in the meeting as followed:
1) HSE recognition
2) Sharing walkthrough findings
3) Review HSE performance
4) Sharing incident
5) HSE Presentation by Subcontractor
6) Hot Topic - Welfare, HSE Concern, Program
7) Planning - One month look ahead 
8)Action Item from previous meeting
9) Any other business
10) Date for next meeting
	Role of setting up and running of this meeting as Secretary are: 

1) Agreement on the date for the next meeting at the end of the meeting.

2) Send email invitation to all participants for them to lock their calendar

3). Preparation of agenda, venue, compiling presentation from all presenter, prepare HSE performance presentation and refreshment. 

4). Email the agenda and previous  minutes of meeting in advance

5) . Update any action items of the HSSE issues that have been raised in the previous work team meeting with the evidence.

 
	Initially, term of reference (TOR) was established and approved. The approved TOR circulated to the meeting participants. In the TOR, we have outlined the objective,scope frequency, venue, agenda, team member and other set of rules. 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. Minutes of previous meeting sent in advance of the meeting so the participants will be ready. After the meeting, the minutes of meeting will be produced within 3 working days and distributed to all the participants via email. WSH practioner will constantly follow up action item with the owner before next meeting. 
	In the agenda, we do have recognition where the team appreciate the effort of any project members who contribute in HSE. Next the platform has been established for any of team member to raise their concern and seek for consultation during the hot topics or any other business. 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. At the end of the meeting, resolution will be decided and issue will be address accordingly.

	2
	Hazard Identification (HAZID)  workshop
	Hazard Identification is a brainstorming workshop with all the experience people to develop the documentation for hazard identification, risk assessment and mitigation process for specific activity. The work activities are divided into various disciplines. For hazard identification,
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 as a checklist in ensuring that all the hazards during the activity being properly recognized and nothing to be missed out.

All risk associated with the identified hazards should be evaluated and assessed based on the established risk matrix. Category of Likelihood and Severity (People, Asset, Environment and Reputation) to be decided to decide on the level of risk.

Lastly, mitigation process to be discussed to identify barrier to be established to prevent accident. It will follow the hirearchy of control. Final output will be the whole HAZID process is standard template.
	The HAZID workshop is implemented to all phases in fabrication including routine and non routine activity. 

Role of setting up and running of this meeting as Facilitator are: 

1) Agreement on the date for the workshop.

2) Established Terms of Reference (TOR) on objective, scope venue, agenda, itinerary team member and other set of rules.  The TOR will also explained the HAZID process.
3) Send email invitation and Terms of Reference to all participants for them to lock their calendar

4) Preparation of agenda, venue, compiling presentation from all presenter and refreshment. 

5) Update any action items of the HSSE issues that have been raised in the previous work team meeting with the evidence.


	The HAZID workshop would be carried out prior each phases of the project progres are begin. This has been stated in Project HSE Plan. Facilitator will kick off the meeting with the methadology of the workshop.
Then, the Chairman (Project Manager) will go to each process line by line to complete the HAZID workshop. Action item will be compiled and turned to checklist for the project team to close. The checklist will be attached with the minutes of meeting as circulated to the participants and action owner. Audit would be carried together with client representatives to ensure all the control measures given in the checklist are in place prior the work begin.  
	Facilitator will ensure the HAZID implemented in correct manner and to advise when it is wrongly used or misinterpretation. In case there is any confusion while utilizing the Hazard Prompt or Risk Matrix, facilitiator will assist. Facilitator also responsible to make sure the discussion is on course and follow the itinerary.

Consultation and solution is given to the respective issue throughout the processes to ensure the control measures given are resonable and practicable . 
Official HAZID report and minutes of meeting are produced within 3 days after the workshop and distributed to all participants.   

	3
	-
	-
	-
	-
	-



	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
	Use of self restricted lanyard (SRL) - Manufacturer manuals and specifications
	1) Engage workers to identify & understand their working at height issues.
2) Propose recommendation to use self restricted lanyard. Conduct on site trial for small group of people to see the practicality to use this equipment in our working environment.
3) After purchase, the supplier will conduct Train the Trainer session for Supervisor on site.
4) Conduct life demonstration by the Train the Trainer participants  to all workers under the supervision of the supplier.
5) Conduct site inspection on audit for real use of self restricted lanyard on site.
6) Established monthly inspection program to ensure the equipment in good condition.

	1) Raised the paperwork to purchased the self restricted lanyard.
2) Arrangement for on site trial by nominating few people for the test.
3) Arrangement for supplier to conduct the train the trainer training to the Supervisor. The requirement is part of the technical specifications raised to supplier.
4) Planning for live demonstration to all workers. Erecting scaffolding tower and use model to demonstrate the exercise. This is the most effective way for workers to understand how to use the SRL.
5) Organize audit and walkabout to monitor the implementation of SRL.
5) Established inspection system to inspect the SRL.

	2
	Confined Space
Code of practice 
	1) Identification of confined space via hazard signage, poster and barricade.
2) Authorized Entrant, Standby Person, Authorised Gas Tester and Entry Supervisor identified as competent person and required dedicated training.
2) Communication through training for competent person.
3) Established Job Safety Analysis for confined space entry.
4) Provide standby person at the entry. Standby person identified by wearing arm band.
5) Each competent entrant will be provided with entry tag.
6) Permit to Work display at the entrance consist of gas test result, list of entrant and standby person.

	1) Organize for confined space training with third party. Namelist to be submitted prior to commencing the training.
2) Arrange the training on behalf of participants. Segregation of class by language.
3) Administer the training records.
4) Execute audit for confined space entry code of practice.
5) Ensure sufficent number of AGT to cater all the holes and not effecting the job.
6) Audit on PTW process.
7) Inspect the confined space to ensure everything is in order i.e. ventilation and lighting.


	3
	Workplace WHS Policies
	Company HSE policies shared in the company intranet, business procedures, notice board, trainings and HSE inductions. It also been posted in meeting rooms, hall and offices.





	Deliver the main point of HSE policies during relavant training session. Set the HSE program to achieve the HSE target mentioned in the policy.

Promote workers roles and responsiblities as mentioned in the policy. As example promote intervention, safe system of work, accident notification and etc.



	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
	Project Director
	Demonstrate visibility on site by visiting the work area and engaging the workers. Lead by example in implementing safety. Always leading in HSE program and issue as safety is his main priority. Consistency in his action towards HSE.
	Pulse for leadership session.
Behavioural Based Safety Training
U See U Act 

	1) Develop a Pulse of leadership training plan throught the year and do evaluation which include workers and engineers to to evaluate the safety leadership visibility from management

2) Arrange for site walkabout with Project Director. Fix the date.

3) Assist Project Director to translate the language when he intervened the workers.

4) Always update him on HSE performance and area of concern so he can focus into that area when giving the HSE message to his subordinate.




 

	2
	Discipline Lead
	Deliver HSE expectation in the tool box talk and walk the talk. Intervene on any unsafe act and condition and always emphasize message on HSE. Demonstrate the talk by his action on site.
	Pulse for workforce, Behavioural Based Safety Training
U See U Act
Tool Box Talk
	1) Develop a mentioned training programs plan throught the year and do evaluation which include workers and subcontractors to to evaluate the safety leadership visibility from engineers as well as identify the breaches from engineers to and provide counselling to the offenders.

2) Observe the contents and effective ness of the Tool Box Talk.

3) Provide applicable  topic, issue, lesson learnt for disciplined lead to share with the workers during tool box talk.

4) Arrange for workplace inspection with HSE personnel. 



	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
	1) Provide spokes person to translate the message.
2) Translate poster and signage to the foreign language.
3) Poster and Signage in picture and less wording.

	1) Identify the reliable spokes person 
2) To ensure sufficient coverage of spokes person.
3) Software to translate the words into foreign language. 
	1) Develop spokes person incentive scheme.
2) Spokes person is mandatory for subcontractor.
3) Put more signage on site.

	1) Engage workers on site and test their understanding on toolbox talk content and posters/sign.
2) Accident investigation records and look for contributing cause that related to language barrier. 
3) Workplace inspection to audit the coverage of spokes person.

	2
	Literacy
	1) Daily HSE surveillance, 
2) Toolbox talk by management 
3) New Comer Scheme
4) Competentcy Scheme
5) Disciplinary action via enforcement
6) U See U Act program
7) Buddy System while on site
	1) Identify critical imcompliance of HSE safe practice, arrangement of management to deliver the safety talk, preparation of disciplinary action record.
2) Provision of new comer scheme, buddy system and competency. 
	1) Record keeping
2)Weekly subcontractor performance review
3) Declaration by subcontractor for new comer
4) Competency training is available and no need to wait.
5) Audit and workplace inspection.
 
	1) Conduct Monthly HSE compliance audit
2) Review HSE performance including violation,  statistic, Incident analysis report, 3) Management review of the subcontractor performance
4) Ask for competency pass while doing inspection.

	3
	Inadequate and Incompetent Supervision
	1) Pulse for Supervisor training
2) Hired trained and experience Supervisor
3) Sufficient coverage for workers to consult with, in case they have HSE concern.
4)Supervisor can advise on HSE matters.
5) Setup HSE Key Performance Indicator to Supervisor

	1) Share project lesson learnt
2) Frontline Supervisor Training  
3) Proactive intervention to engineers
4) Provide recognition for good supervisor
5) Clear scope of work and area by coverage for each Supervisor.
6) Continous HSE education to Supervisor
7) Deliver HSE expectation to Supervisor
	1) Organised a project lesson learn workshop
2) Develop  training matrix for supervisors and execute the program 
3) Encouragement of HSE reporting by developing the scheme
4) HSE performance to be part of supervisor yearly performance.
 
	1) Evaluate HSE Performance at the supervisor responsible area
2) Measure the completion of training requirement for each Supervisor
3) Discuss HSE performance during the yearly performance rating for each Supervisor
4) Evaluate effectiveness of the whole supervision program.



	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
	Umi Zarith Shuhada Bt Ahmad

	Role of third party 
(Confirm their suitability to sign report)
	[bookmark: _GoBack]HSE Counterpart  - Construction HSE Lead

	Date of report completion
	26/02/2016
	Phone number of third party
	+60177056017

	Email address of third party
	umi.zarith@mmhe.com.my



	Outcome for Third Party Report
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
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