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Before you begin

Before you begin

This Learner Guide is based on the unit of competency BSBWHS411 Implement and
monitor WHS policies, procedures and programs, Release 1. Your trainer or training
organisation must give you information about this unit of competency as part of
your training program. You can access the unit of competency and assessment
requirements at:

www.training.gov.au.

How to work through this Learner Guide

This Learner Guide contains a number of features that will assist you in your learning.
Your trainer will advise which parts of the Learner Guide you need to read, and which
Practice Tasks and Learning Checkpoints you need to complete. The features of this
Learner Guide are detailed in the following table.

Feature of the How you can use each feature
Learner Guide

Learning content - Read each topic in this Learner Guide. If you come across content that
is confusing, make a note and discuss it with your trainer. Your trainer is
in the best position to offer assistance. It is very important that you take
on some of the responsibility for the learning you will undertake.

Examples = These highlight key learning points and provide realistic examples of
workplace situations.

Practice Tasks - Practice Tasks give you the opportunity to put your skills and knowledge
into action. Your trainer will tell you which Practice Tasks to complete.

Summaries - Key learning points are provided at the end of each topic.
Learning » There is a Learning Checkpoint at the end of each topic. Your trainer
Checkpoints will tell you which learning checkpoints to complete. These checkpoints

give you an opportunity to check your progress and apply the skills and
knowledge you have learnt.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting
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Foundation skills

As you complete learning using this guide, you will be developing the foundation skills
relevant for this unit. Foundation skills are the language, literacy and numeracy (LLN)
skills and the employability skills required for participation in modern workplaces and
contemporary life.

The following table provides definitions for each foundation skill.

Foundation skill area Foundation skill description

Reading - Interprets and analyses WHS laws and organisational texts

Writing - Documents organisational WHS policies, procedures and
programs according to WHS laws, using structure, layout
and language suitable for audience

Records WHS issues and actions taken according to
reporting requirements

Prepares and maintains required records using appropriate
structure and vocabulary

Oral communication = Provides WHS organisational information and advice using
structure and language suitable for audience

Uses questioning and active listening to clarify
understanding

Navigate the world of work - Adheres to legal and regulatory responsibilities, and
organisational policies and procedures in relation to own
WHS role and responsibilities

Keeps up to date on changes to WHS laws, and related
organisational policies and procedures relevant to own role

Interact with others « Selects and uses appropriate conventions and protocols to
facilitate consultation and provide feedback

- Initiates and contributes to facilitating consultative role:
responding, explaining, clarifying and expanding on ideas
and information as required

Collaborates with others to achieve individual team member
and team outcomes

Get the work done = Uses combination of logical planning and intuitive
understanding of context to identify relevant information and
risks, and to identify and evaluate alternative strategies

Uses decision-making processes: sets and clarifies goals,
gathers information, and identifies and evaluates choices
against a set of criteria

» Takes responsibility for reporting WHS risk control
inadequacies

Uses processes to monitor implementation of WHS
organisational procedures

viii



Before you begin

What do you already know?

Use the following table to identify what you may already know. This may assist you to
work out what to focus on in your learning,.

Topic Key outcome Rate your confidence
in each section

Topic 1: Provide WHS 1A Explain WHS laws U Confident

information [ Basic understanding

U Not confident

1B Provide information on WHS U Confident

policies and programs U Basic understanding

U Not confident

1C Inform the work team of hazards W Confident

and outcomes of risk assessment O Basic understanding

U Not confident

Topic 2: Manage 2A Engage the work team in U Confident
participation in WHS consultation processes O Basic understanding
matters
U Not confident
2B Manage issues raised through the [ Confident
consultation process Q Basic understanding
U Not confident
Topic 3: Implement WHS 3A Identify WHS training needs U Confident
training Q Basic understanding
U Not confident
3B Provide WHS training U Confident
U Basic understanding
U Not confident
Topic 4: Implement and 4A Identify and report on hazards U Confident

monitor procedures for

hazard identification and i
risk control U Not confident

U Basic understanding

4B Action reports to control risks d cConfident
U Basic understanding
1 Not confident

4C Manage inadequacies in risk U Confident

controls Q Basic understanding

U Not confident

Topic 5: Manage WHS 5A  Maintain WHS records U Confident

records U Basic understanding

U Not confident






Topic 1| Provide WHS information

1A Explain WHS laws
1B Provide information on WHS policies and programs
1C Inform the work team of hazards and outcomes of risk assessment
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1A Explain WHS laws

The WHS laws are designed to protect the health and safety of all people at
work. The laws apply to all industry sectors across all states and territories in
Australia.

One of your responsibilities as a supervisor is to explain the meaning of the legislation,
and all relevant codes and regulations, to all team members.

Your communication must be appropriate for all team members; this will help ensure
everybody understands their responsibilities and applies the legislation to their work role.

WHS legislation

The model WHS laws commenced in January 2012 as part of the national
harmonisation process, which aimed to bring Australia together under one
uniform set of WHS laws.

Led by Safe Work Australia, the model Work Health and Safety Act 2011 (Cth), the model
Work Health and Safety Regulations 2011 (Cth) and a set of model Codes of Practice were
developed. At January 2020, all states and territories have adopted the model laws, except
Western Australia and Victoria.

The harmonisation of WHS laws, according to the Explanatory Memorandum - Model
Work Health and Safety Bill (Safe Work Australia, 2010), aimed to achieve the following:
e Protect the health and safety of workers.
e Improve safety outcomes in workplaces.
¢ Reduce compliance costs for business.

* Improve efficiency for WHS regulators.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting
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The following diagram provides an overview of the relationship between the model WHS
Acts, regulations and codes of practice.

Act

General duties of all
parties in the workplace

Regulations

Support the Act by specifying
obligations, procedures and
administrative matters under the Act

Codes of practice

Provide compliance information in the form of practical
guides for achieving the standards required under the
Act and regulations

The WHS Act

The WHS Act is the principle piece of legislation in the WHS framework in each
state or territory.

The WHS Act describes the legal requirements for a safe and healthy workplace, in
particular the requirements and duties of key parties in relation to work health and
safety; it also outlines the penalties for non-compliance. Workers and other persons are
given the highest level of protection against harm to their health, safety and welfare from
hazards and risks arising from work.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting 3
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The following table details the WHS Acts in each state and territory:

State/Territory WHS legislation and regulator

Australian Work Health and Safety Act 2011
Capital Territory WorkSafe ACT

New South Work Health and Safety Act 2011
Wales SafeWork NSW

Northern Work Health and Safety Act 2011
Territory NT WorkSafe

Queensland Work Health and Safety Act 2011

WorkSafe Queensland

South Australia Work Health and Safety Act 2012
SafeWork SA

Tasmania Work Health and Safety Act 2012
WorkSafe Tasmania

Victoria Occupational Health and Safety Act 2004 (Vic)
WorkSafe Victoria

Western Occupational Safety and Health Act 1984 (WA)

Australia WorkSafe WA

The WHS Act in your state or territory describes the legal requirements for ensuring
workplaces are safe and healthy. It provides the framework regarding:
* managing risks to health and safety, including risk assessment and control
* protecting people at work from injury and illness, including psychological injury
» protecting the health and safety of the public in workplaces
* consulting workers and encouraging participation in maintaining WHS,
including the establishment of health and safety committees
* providing rehabilitation and maximum recovery for injured workers
* training in safe operating procedures
* procedures for workplace hazards
* identifying hazards
* emergency and evacuation procedures
* requirements for maintenance and confidentiality of records of occupational
injury and disease.
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WHS regulations

WHS regulations provide detailed information about WHS obligations and the
duties that apply in relation to hazards and high-risk workplaces.

Regulations specify how some duties under the WHS Act must be met and the
procedural or administrative processes that must be in place.

Regulations cover and provide information about:
+ identifying hazards
« performing risk assessments for workplace hazards
. specifying controls and/or processes to minimise hazards
. representing and participating with workers on health and safety issues
- maintaining safe plant and structures

« monitoring hazardous work involving noise, hazardous tasks, confined spaces,
risk of falls, demolition work, electrical work, etc.

+ monitoring requirements for licencing and accreditation
« monitoring safety in construction work or mining

+ monitoring safety when working with asbestos or hazardous materials and
chemicals.

Codes of practice

Codes of practice address specific issues related to health and safety risks in the
workplace.

Codes of practice provide detailed practical guidance on how to comply with
requirements and obligations under acts and regulations. They are not regarded as
mandatory law; however, they specify the minimum standards employers should follow -
unless they prepare to implement a better standard.

Safe Work Australia developed model codes of practice detailing:
« how to safely remove asbestos
«  WHS consultation, cooperation and coordination
. first aid in the workplace
« hazardous manual tasks.
It is also important to recognise that everyone in the workplace has the responsibility of

duty of care. While aspects of WHS legislation may vary between states and territories,
there are common legislative requirements under the duty of care principle.

Every person in the chain of supply has a general duty of care to:
. recognise the hazards on the worksite

« take reasonable steps to eliminate or minimise harm in the workplace.
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Everyone in the workplace has the responsibility of duty of care for themselves and others
impacted by the conduct of the business. More than one person can have the same WHS
duty, however, duties cannot be transferred to another individual. The list of duty holders
and their responsibilities is provided in the following table:

Duty holder Responsibilities

PCBUs Persons conducting a business or undertaking, such as an employer,
corporation, association, partner in a partnership or sole trader.

Officers Senior managers in a business who have the decision-making power
to determine the direction a business takes on health and safety issues,
such as a director, company secretary, chief executive officer or chief
financial controller.

Workers Any individual who carries out work for a PCBU such as an employee,
independent contractor, work experience student or outworker.

Other persons Other people in the workplace such as visitors, customers, WHS
inspectors or members of the public.

Managers People who are in charge of all operations carried out within a work site,
such as a store, construction site or warehouse facility.

A key principle that underpins health and safety legislation is that everything
reasonably practicable is done to make a workplace healthy and safe. Factors to
consider include:

» thelikelihood of exposure to harm due to a hazard or risk

» the severity of a possible injury

» employee knowledge about the hazard or risk and how to eliminate or

minimise it
* the accessibility of measures to reduce hazards or risks

* the cost of eliminating or minimising the hazard or risk.

Persons conducting a business or undertaking

A person conducting a business or undertaking (PCBU) may be an employer, a
corporation, a partner or a sole trader.

Designers, manufacturers, importers and suppliers of plant, structures or substances also
fall under the business categories listed. They have a responsibility to make sure their
products do not present a risk to health and safety when they are used in a workplace.
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PCBUs have a duty to consult, cooperate and coordinate between duty holders. Within
reason, they must:

+ provide and maintain a safe working environment

« provide and maintain safe plant and structures

+ provide and maintain safe systems of work

- ensure safe use, handling and storage of plant, structures and substances

. provide adequate facilities for the welfare of workers at work and access to

facilities
« provide information, training, instruction or supervision

« monitor the health of workers and conditions in the workplace.

Officers

An officer is a senior manager in a business with the decision-making power to
determine the business direction on health and safety issues.

An officer may be a director, secretary, chief executive officer or chief financial controller.

Officers must take reasonable steps to exercise due diligence; that is, to carry out their
role with perseverance and care. Under the WHS Act, they must take reasonable steps to:
* update their knowledge of WHS
* understand business operations and associated hazards and risks
» establish processes for receiving and responding to information
* allocate appropriate resources to eliminate or minimise risk

+ establish processes for monitoring the business’s compliance with WHS.

Managers of a workplace

A manager of a workplace is a person who has control or influence over a
specific area of the business - not the whole business.

A manager must ensure, so far as is reasonably practicable, that all work conducted
within the site is committed to upholding the health and safety of all persons admitted
into the workplace. This includes maintaining safe entry and exit points and preserving
incident sites to ensure a thorough investigation can be conducted.

Examples of managers include a:
. Store or Site Manager
+  School Principal
+ Project Manager

+ Practice Manager.
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Workers

A worker is any individual who carries out work for a PCBU.

Workers include employees, independent contractors, outworkers (home-based
workers), apprentices, work experience students, trainees and volunteers who work in an
employment-like setting. A worker’s duty of care involves:

taking reasonable care of their own safety

+ cooperating with any reasonable policy or procedure that relates to WHS

complying with any reasonable instruction given by the PCBU

taking reasonable care to make sure their conduct does not adversely affect the

safety of others.

Other people at a workplace

There are many other types of people that might frequent a workplace.

Other people at a workplace include:

visitors
customers
« aWHS inspector on a visit
people walking past a construction site.
Like workers, these other people must take reasonable care for their own health and

safety, the health and safety of others, and comply with any reasonable instruction given
by a PCBU.

The role of supervisor, team leader or manager

Your role as a supervisor, team leader or frontline manager is fundamental in
supporting the WHS requirements of your organisation.

Although managers and supervisors are not specifically mentioned as duty holders in the
model WHS laws, their responsibilities fall within the requirements of workers (Section
28 of the model WHS Act) and PCBUs (section 19 of the model WHS Act).

The specific responsibilities of managers and supervisors are outlined in the
following table:
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Legal obligations »  Provide information to team members about WHS policies,
procedures and programs.

Ensure consultation occurs.

Implement and monitor procedures for identifying hazards and
assessing and controlling risks.

Ensure procedures for hazard and injury reporting are implemented
and recorded.

Required skills « Analyse and solve problems arising from identification of risks and
hazards.

Coach and guide team members.
Interpret and apply WHS policy, procedures and programs to your

work team.,
Knowledge you - |dentify relevant WHS Acts, regulations and codes of practice
need - Understand organisational policy and procedures

« Be able to use participative arrangements effectively.

Know the overall WHS responsibilities, duties and obligations of
workers

Communicating WHS information

It is critical that managers and supervisors communicate effectively with team
members to explain the relevant provisions of WHS Acts, regulations and codes
of practice.

When you communicate WHS information with your team, ensure you adapt your
communication to reflect the team’s diversity and needs. English may not be the first
language of all workers, and it is vital that any signage or communication methods are
adapted appropriately. Language, literacy and learning disabilities must be considered
when designing communications, signage and guidelines. It is integral to present
information in an appropriate manner that is easy for all to understand.

WHS information and requirements needs to be made available to workers at all times
of their working shifts, including those working remotely or on rotating rosters with
irregular hours.

Effective communication should initially involve a verbal explanation in either a one-on-
one or group-based training forum, such as an induction program. This allows for the
requirements and details to be openly discussed, for questions to be answered and for
you to explain any concerns.
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You may like to use:

health and safety representatives and committees
email updates

refresher training courses

weekly team meetings

toolbox talks

daily text messages for off-site workers

regular workshops

messages on bulletin boards

ad-hoc verbal methods.

Practice Task 1

Question 1

Draw a line to match each term to its correct description.

»» Codes of practice » Specifies the general duties of all parties

in the workplace.

»> Regulations » Provides compliance information in the

» Act

form of practical guides for achieving the
standards required under the Act and
regulations.

»» Supports the Act by specifying
obligations, procedures and
administrative matters under the Act.
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Question 2

Which of the following are practical examples of WHS regulations? Tick all that apply.

O Performing risk assessments for workplace hazards
Employee annual performance reviews

Maintaining safe plant and structures

Monitoring hazardous work involving noise, hazardous tasks, confined spaces, risk of
falls, demolition work or electrical safety

Monitoring requirements for licencing and accreditation

OO0 O0O0

Performing daily bank reconciliations

Question 3

Why is it important for managers and supervisors to effectively communicate the provisions of
WHS Acts, regulations and codes of practice to workers?

1
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1 Provide information on WHS policies and
programs

As the leader of a work team, you should be constantly looking for ways to
provide accurate and relevant information to your work team on WHS matters.

WHS policies, procedures and programs explain the internal rules and regulations for
the workplace. They contain the expectations and responsibilities every person must
follow to comply with the requirements of the WHS laws.

Explain WHS policies and programs

WHS policies, procedures and programs provide the workforce with important
information about how to work safely.

WHS policies are the driver for reducing health and safety incidents in the workplace. A
policy is an official statement of intent from the employer or senior management team
that shows that the organisation has made a commitment to the health and safety of all
individuals impacted by the business’ operations.

Under the WHS law, every workplace needs to have a detailed WHS policy that sets out
safe work procedures for workers to access and understand. These documents should be
based on the latest WHS laws, relevant to the state or territory that the employer is based
within. This will help minimise incidents in the workplace.

WHS policies

WHS Policies aim to show an organisations objective’s in clear and simple terms.

WHS policies outline how management will achieve workplace safety, along with the
specific responsibilities of the PCBU and the organisation’s officers, management and
workers.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting
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A WHS policy may include the following information:

Statement

A statement committing the organisation to providing a safe and healthy working environment.

Objectives

Objectives of the policy, including how health and safety will be integrated into all
organisational activities.

Strategies

Strategies (procedures) the organisation will use to achieve its WHS objectives, such as:
emergency evacuation procedures
WHS audits
reporting accidents
reporting incidents and near misses.

Roles and responsibilities

Roles and responsibilities of key positions such as the officers, managers and supervisors with
specific accountability for implementing health and safety practices and procedures.

Function

The function of the health and safety committee and its commitment to consultation and
cooperation between management and workers.

Review process

The review process for assessing the policy's effectiveness, stating a commitment to regularly
monitoring and reviewing the policy to ensure health and safety in the workplace.

WHS policies cover all areas of the work environment that impacts the health and safety
of workers.

The following table outlines some examples of WHS policies:

Risk management

Every workplace has its own hazards and risks that are unique to the nature of work, size,
workforce composition, structure and industry in which it operates.

Organisational risk management policies and procedures will outline how to:
- identify and report hazards

- assess risks for each hazard

- identify suitable controls

- implement controls to eliminate or minimise risks

- monitor and review hazards, risks and controls.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting 13
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Emergency response
An emergency is a situation that is dangerous; people may be injured, or property may be
damaged.
Emergencies include fires, bomb threats, gas leaks, sudden illness and floods.
«  The types of immediate responses may include:
- extinguishing a fire
- issuing personal protective equipment (PPE) to people affected by the emergency
- shutting down equipment and machinery
- turning off the water, gas or electricity supply at the source
- contacting emergency services
- raising the emergency alarm
- restricting access to affected areas
- advising occupants or the public to move to a safer location.

Emergency evacuation

Emergency evacuation policies and procedures aim to make sure that the building
occupants are safe.

Procedures explain how occupants must evacuate the building in an emergency.
Make sure you are familiar with your organisation’s policy and procedures.
Procedures for evacuation depend on the environment in which you work.

Incident investigation

Following a workplace incident (including a near miss, injury, iliness or fatality), a formal
investigation must take place to identify and address the causes.

The primary goal of an incident investigation is to prevent a similar issue from occurring.
Incident investigation policies and procedures include:

- inspecting the hazards associated with the task or work area to gather more information
- consulting workers

- conducting a risk assessment

- implementing or recommending appropriate controls

- reporting the outcomes of the investigation process.

Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting
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Incident and hazard reporting

Whenever you identify issues, such as incidents or hazards, you will have to follow your
organisation’s policy and procedures for reporting them.

This could be done verbally or in writing (e.g. by filling in a form or notifying relevant
personnel).

Reports require:

- the nature of the hazard/incident

- the location of the hazard/incident

- suggested corrective action

- any actions taken to manage the incident/hazard
- the key people involved.

Issue resolution

Workers must be involved in WHS matters that impact on their health and safety.

- They must be given a reasonable opportunity to provide input on hazards, risks as well
as measures to minimise both.

Workers' views must be considered when making decisions about how to resolve WHS
issues.

They must be provided timely feedback about any issues and suggestions; they must also
be allowed to participate in the issue resolution process.

WHS procedures

WHS procedures are written to support the standards and expectations detailed

in a

workplace's WHS policies.

They are more detailed instructions developed to ensure everyone works safely and

effectively and can often be followed as a step-by-step guide. Procedures contain

information regarding:

selecting, using and storing personal protective equipment (PPE)
personal presentation and workstation set-up

standard safety precautions and housekeeping

safe handling of chemicals, poisons and dangerous materials (including safety
data sheets)

emergency and fire drills

implementing hazard identification and control systems

manual handling

staff development and training programs

waste management

emergency contact numbers, including local doctors and hospitals
WHS personnel

the location of first-aid equipment.
Unit Release 1 (Aspire Version 1.2) © Aspire Training & Consulting
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WHS programs

Every organisation is required to have in place WHS programs to meet their
legislative and duty of care requirements.

A WHS program generally includes a range of actions that address specific work health
and safety hazards and risks across the organisation. These include:

. biological health monitoring

« air quality and environmental testing

« general worker health and wellbeing

+ measures and initiatives for health and safety prevention

« training and education for new and existing workers

+ hazard identification and risk control

« consultation arrangements

+ monitoring and review mechanisms.

Explain WHS requirements to workers

The foundation for good WHS performance is effective communication.

Often, programs are written with good intentions; however, they often aren't
communicated or enforced within the workplace properly, making them ineffective.

A WHS policy is intended to be the driving force behind the WHS management system —
in particular, the culture and standards of behaviour. But if workers aren’t aware of their
responsibilities under the WHS laws, they will fail to meet their employer’s expectations.
After all, workers need to be informed to ensure they correctly:

« follow instructions and perform tasks safely

« identify the hazards associated with performing work tasks

« support all WHS initiatives, including programs and safety controls.

Effective communication skills

Effective communication means explaining information in a way that the other
party can easily understand.

As aleader of a work team, you will have opportunities to explain WHS information
to team members and colleagues using meetings, email, telephone and face-to-face
discussions.

You should commit to having a two-way discussion, whereby each person is encouraged
to ask questions and listen to clarify the information being presented.
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When explaining WHS matters to others, use the following communication techniques
to ensure the information you provide is relevant, accurate and understandable:
+ Avoid legal jargon and complicated terms.
« Uselanguage that the individual worker will understand.
+ Explain the WHS requirements in positive terms.
« Don't overload workers with complicated and lengthy written information.
+ Allow time for workers to read information about WHS matters.
+ Consider the needs of workers with a limited understanding of English.
« Use written means for larger amounts of information.
«  Ask for the worker’s feedback to ensure understanding.
«  Provide follow-up support to ensure the worker can use the information in
their job.
«  Where possible, provide a written explanation to support your verbal
communication.

Ensure WHS information is accessible

It is the duty of team leaders, managers and supervisors to be familiar with the
methods used to store information to ensure all workers can access the relevant
WHS material.

Policies and procedures must be available in an appropriate format for workers. Many
workplaces organise their WHS policies and procedures using electronic or hard copy
systems. Electronic copies may be appropriate for workers who have computer access;
but some employees may have limited internet access. As a supervisor, you must ensure
all workers have access to information via all channels.

WHS legislation documents are detailed and extensive. You may choose to reproduce a
specific section and display it on a noticeboard; otherwise, you might email the section or
place physical copies around the workplace for circulation.

Disseminate WHS policies and procedures

All workers must be informed of an organisation’s WHS policies and procedures.

Whether in hard-copy or digital format, you must ensure the WHS manual is in a
prominent and accessible location for all workers. If the information is in electronic
format, ensure all workers have access and know where the files are located.

WHS information can be communicated through a number of methods.
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Meetings

WHS information may be addressed at staff meetings.

Make sure you have the time and ability to answer questions; you may also prefer to invite
a guest speaker with expertise in a particular area to speak in your workplace.

Be aware of workers who are from culturally and linguistically diverse (CALD) backgrounds
or speak English as a second language (ESL).

You must ensure all workers understand the WHS procedures that are relevant to their
workplace and tasks.

Demon