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[bookmark: _Toc245992975][bookmark: _Toc336527325][bookmark: _Toc439675278]Introduction
Assessment is a difficult process – we understand this and have developed a range of assessment kits, such as this, to facilitate a painless process for both the assessor and the learner being assessed.
There are a number of characteristics of assessment, ranging from subjective assessment (which is based on opinions and feelings), to objective assessment (which is based clearly on defined processes and specific standards).  Nearly all assessment involves a mixture of both types of assessment because it is almost impossible to eradicate the subjectivity humans carry into the process of assessing.  The goal in developing and implementing these assessment kits is to work towards the objective end as far as possible and to reduce the degree of opinions and feelings present.
[bookmark: _Toc336527326][bookmark: _Toc439675279][bookmark: _Toc54081509][bookmark: _Toc54500588][bookmark: _Toc62046232][bookmark: _Toc64955997]What is competency based assessment
The features of a competency based assessment system are:
· It is focused on what learners can do and whether it meets the criteria specified by industry as competency standards.
· Assessment should mirror the environment the learner will encounter in the workplace.
· Assessment criteria should be clearly stated to the learner at the beginning of the learning process.
· Assessment should be holistic.  That is it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment a learner receives one of only two outcomes – competent or not yet competent.
· The basis of assessment is in applying knowledge for some purpose.  In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person to perform a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and learner.  Assessable outcomes are tied to the relevant industry competency standards where these exist.  Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


Definition of competency
Assessment in this context can be defined as:
The fair, valid, reliable and flexible gathering and recording of evidence to support judgement on whether competence has been achieved. Skills and knowledge (developed either in a structured learning situation, at work, or in some other context) are assessed against national standards of competence required by industry, rather than compared with the skills and knowledge of other learners.
[bookmark: _Toc336527327][bookmark: _Toc439675280]The basic principles of assessing nationally recognised training 
Developing and conducing assessment, in an Australian vocational education and training context, is founded on a number of basic conventions:
The principles of assessment
· Assessment must be valid
· Assessment must include the full range of skills and knowledge needed to demonstrate competency.
· Assessment must include the combination of knowledge and skills with their practical application.
· Assessment, where possible, must include judgements based on evidence drawn from a number of occasions and across a number of contexts.
· Assessment must be reliable
· Assessment must be reliable and must be regularly reviewed to ensure that assessors are making decisions in a consistent manner.
· Assessors must be trained in national competency standards for assessors to ensure reliability.
· Assessment must be flexible
· Assessment, where possible, must cover both the on and off-the-job components of training within a course.
· Assessment must provide for the recognition of knowledge, skills and attitudes regardless of how they have been acquired.
· Assessment must be made accessible to learners though a variety of delivery modes, so they can proceed through modularised training packages to gain competencies.
· 

· Assessment must be fair and equitable
· Assessment must be equitable to all groups of learners.
· Assessment procedures and criteria must be made clear to all learners before assessment.
· Assessment must be mutually developed and agreed upon between assessor and the assessed.
· Assessment must be able to be challenged.  Appropriate mechanisms must be made for reassessment as a result of challenge.
The rules of evidence (from Training in Australia by M Tovey, D Lawlor)
When collecting evidence there are certain rules that apply to that evidence. All evidence must be valid, sufficient, authentic and current;
· Valid
· Evidence gathered should meet the requirements of the unit of competency. This evidence should match or at least reflect the type of performance that is to be assessed, whether it covers knowledge, skills or attitudes.
· Sufficient
· This rule relates to the amount of evidence gathered It is imperative that enough evidence is gathered to satisfy the requirements that the learner is competent across all aspects of the unit of competency.
· Authentic
· When evidence is gathered the assessor must be satisfied that evidence is the learner’s own work. 
· Current
· This relates to the recency of the evidence and whether the evidence relates to current abilities. 
[bookmark: _Toc336527328][bookmark: _Toc439675281]The dimensions of competency
The national concept of competency includes all aspects of work performance, and not only narrow task skills. The four dimensions of competency are:
· Task skills
· Task management skills
· Contingency management skills
· Job role and environment skills
[bookmark: _Toc401854130][bookmark: _Toc439675282][bookmark: _Toc336527329]Reasonable Adjustment
Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre
Reasonable adjustment in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a learner with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities, or installing a particular type of software on a computer for a person with vision impairment.
Why make a reasonable adjustment? 
We make reasonable adjustments in VET to make sure that learners with a disability have: 
· the same learning opportunities as learners without a disability
· the same opportunity to perform and complete assessments as those without a disability. 
Reasonable adjustment applied to participation in teaching, learning and assessment activities can include:
· customising resources and assessment activities within the training package or accredited course
· modifying the presentation medium learner support
· use of assistive / adaptive technologies
· making information accessible both prior to enrolment and during the course
· monitoring the adjustments to ensure learner needs continue to be met.
Assistive / Adaptive Technologies
Assistive / adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities’ (World Wide Web Consortium - W3C). It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, digital note takers.


IMPORTANT NOTE
Reasonable adjustment made for collecting candidate assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant Unit(s) of Competency. E.g. If the assessment was gathering evidence of the candidates competency in writing, allowing the candidate to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.



[bookmark: _Toc439675283]The unit of competency
[bookmark: _Toc336527330]Each unit of competency can be unbundled to reveal three key assessment components:
1. Performance Evidence
· describes the subtasks that make up the element of the unit
2. Knowledge Evidence
· describes the knowledge that must be applied in understanding the tasks described in the elements 
3. Assessment Condition
· describes the environment and conditions that assessments must be conducted under

The associated assessment tool in this kit covers all of these components as detailed in the matrix to follow:
	
	Units of Competency

	Assessment Activities
	BSBWHS502
	BSBWHS506
	BSBWHS507
	BSBWRT401
	

	Written Questions : Quiz 1
	√
	√
	√
	√
	

	Written Questions : Quiz 2
	√
	√
	√
	
	

	Case Study
	
	
	√
	
	

	Practical Assessment 1
	√
	√
	√
	√
	

	Practical Assessment 2
	√
	
	√
	
	

	Practical Assessment 3
	√
	√
	√
	
	





BSBWHS502 Manage effective WHS consultation and participation processes
This unit focuses on the elements, performance criteria, performance evidence, and knowledge evidence needed to show competency in managing effective WHS consultation and participation processes. In this unit, the essential outcomes are:
1. Identify the requirements for WHS consultation and participation
1. Review existing WHS consultation and participation processes
1. Develop WHS consultation and WHS participation processes
1. Implement WHS consultation and participation arrangements
1. Monitor and evaluate WHS consultation and participation

BSBWHS506 Contribute to developing, implementing, and maintaining WHS management systems
This unit focuses on the elements, performance criteria, performance evidence, and knowledge evidence needed to show competency in contributing to develop, implement, and maintain WHS management systems. In this unit, the essential outcomes are:
1. Contribute to development and implementation of a WHSMS
2. Contribute to the development and WHS policy and commitment to the WHSMS
3. Contribute to the development of the WHS plan
4. Contribute to the implementation of the WHS plan
5. Contribute to the measurement and evaluation of WHS performance

BSBWHS507 Contribute to managing WHS information systems
This unit focuses on the elements, performance criteria, performance evidence, and knowledge evidence needed to show competency in contributing to managing a WHS information systems. In this unit, the essential outcomes are:
1. Contribute to identifying WHSIS requirements.
2. Contribute to the use and operation of the WHSIS.
3. Use the WSHSIS to support effective WHS management as required by job role
4. Assist with monitoring, evaluating, and improving WHSIS.

BSBWRT401 Write complex documents
This unit focuses on the elements, performance criteria, performance evidence, and knowledge evidence needed to show competency in writing complex documents. In this unit, the essential outcomes are:
1. Plan documents
2. Draft text
3. Prepare final text
4. Produce document
[bookmark: _Toc439675284]Conditions for assessment
Assessment for the relevant units of competency must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced by individuals carrying out work health and safety duties in the workplace and include access to:

BSBWRT401 Write complex documents
· Office equipment and resources
· Organisational policies and procedures
· Organisation style guides
BSBWHS502 Manage effective WHS consultation and participation processes
· Workplace policies and procedures
· Reports from other parties consulted about design, implementation, management and review processes
· Relevant Acts, regulations, codes of practice, standards and guidelines
· Case studies and where possible, real situations
· Interaction with others
BSBWHS506 Contribute to developing, implementing, and maintaining WHS management systems
· Office equipment resources
· Workplace policies and procedures
· Relevant Acts, regulations, codes of practice, standards and guidelines
· Case studies and where possible, real situations
· Interaction with others
BSBWHS507 Contribute to managing WHS information systems
· Reports and sample software for WHS information and data collation and analysis	
· Relevant Acts, regulations, codes of practice, standards and guidelines	
· Case studies and, where possible, real situations	
· Interaction with others.	
[bookmark: _Toc439675285]Assessment Methods
This Assessment Workbook contains the following assessment methods:
1. Written questions - written assessments to test students’ understanding of underpinning knowledge, concepts and/or theories relevant to the units of competency included in this subject
2. Case study - detailed scenarios and simulated environments providing all necessary information required to complete relevant tasks and activities
3. Practical Assessment - A task or activity completed according to set instructions and guidelines to meet the requirements of the relevant units
[bookmark: _Toc439675286]Resources required for assessment
To complete the assessments in this workbook, the candidates will need access to:
· A personal computer with access to the internet and a working web browser.
· Email accounts
· Software: MS Word, MS PowerPoint, Adobe PDF Reader
[bookmark: _Toc439675287][bookmark: _Toc320799410][bookmark: _Toc320799810][bookmark: _Toc321479601]Instructions to Student
The assessment items in this workbook are categorised into three sections: Written Questions, Case Studies, and Practical Assessments
The written questions are all in a short answer format. The longer questions requiring creative thought processes are covered in the case studies assessment. Assessment items that ask you to gather evidence in the workplace setting are included in the Practical Assessments. You must answer all questions using your own words. However you may reference your learner guide to complete this assessment.
The practical assessments in this workbook will require you to access WHS information in your workplace/organisation and will require you to submit necessary documents containing this information.
If your workplace/organisation is concerned with confidentiality and privacy issues, you may opt to remove sensitive information such as employee names, contact details, etc.
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[bookmark: _Toc439675289]Contextual Information
	1. Please indicate your state/territory.

	

	     



	2. State and describe your organisation and describe the worksite you are assigned to.

	

	     




[bookmark: _Toc439675290]Written Questions: Quiz 1
	1. Which of the following are examples of communication networks that you would consider as excellent internal and external sources of information in implementing and monitoring WHS consultation and participation processes? Select all that apply.

	

	|_|
	a) Health and Safety Representatives

	|_|
	b) Workers

	|_|
	c) Unions

	|_|
	d) Health and Safety Committees

	|_|
	e) Company Noticeboard

	|_|
	f) Email



	2. Which of the processes below form part of or are aligned and integrated with the consultation process?

	

	|_|
	a) Issue resolution

	|_|
	b) WHS Policy Decision Making

	|_|
	c) WHS Audit & Review

	|_|
	d) Hazard Identification

	|_|
	e) Documentation

	|_|
	f) Risk Register




	3. Which of the following can be considered as an appropriate communication format during the length and breadth of the consultation process?

	

	|_|
	a) Face-to-face meetings

	|_|
	b) Telephone

	|_|
	c) Email

	|_|
	d) Organisational intranet

	|_|
	e) YouTube

	|_|
	f) Twitter



	4. Match the following formal and informal communication processes with their most apt descriptions.

	

	     
	Intranet
	a) A gathering that has pre-set topics of discussion, prior notice of attendance, and specific outcomes.

	     
	Pamphlet
	b) A gathering characterised by practical activities on a given subject or topic.

	     
	Demonstrations
	c) A gathering characterised by instruction on a specific topic.

	     
	Seminars
	d) A gathering comprised of a specific instructional activity made to be shown to a group of people.

	     
	Formal meetings
	e) A short document focusing on a specific topic that is easy to read.

	     
	Workshops
	f) An internal website that the company uses for disseminating information.




	5. Match the following key personnel in WHS consultation and participation processes to their correct descriptions.

	

	     
	Health and Safety Representative
	a) The legal entity operating a business or undertaking.

	     
	Worker
	b) They provide a means for workers to raise work health and safety issues in the workplace.

	     
	Officer
	c) Those who carry out work in any capacity for a person conducting a business or undertaking.

	     
	PCBU
	d) They are any personnel in the organisation, volunteer or paid, who must exercise due diligence to ensure that organisation complies with its WHS duties. 



	6. Which of the following best explains why communication skills have an impact on WHS risk and the management of WHS?

	

	|_|
	a) The level of workers' communication skills will affect how information is disseminated and how issues are raised in the organisation.

	|_|
	b) The level of workers' communication skills will affect the kinds of issues that will be talked about.

	|_|
	c) The level of workers' communication skills will affect the general understanding of PCBUs about the organisation.

	|_|
	d) The level of workers' communication skills will affect the standing of workers when it comes to talking about safety issues.




	7. Which of the following best explains why cultural background and diversity have an impact on WHS risk and the management of WHS?

	

	|_|
	a) Both cultural background and diversity affect the extent of what organisational WHS policies and procedures will need to accommodate.

	|_|
	b) Both cultural background and diversity change how risk is assessed and how it impacts on the risk register.

	|_|
	c) Both cultural background and diversity affect workforce factors that have an impact on WHS policies and procedures.

	|_|
	d) Cultural background and diversity changes the elements of WHS required for implementation.


	8. Which of the following best explains why gender has an impact on WHS risk and the management of WHS?

	

	|_|
	a) Gender affects the development of WHS policies and procedures because of the necessity of accommodating gender-specific issues and attending to gender-specific risks.

	|_|
	b) Gender affects how information is disseminated by the organisation and how risks are managed.

	|_|
	c) Gender affects how productive consultation and participation processes would work, and how they will be implemented in the organisational context.

	|_|
	d) Gender affects the promotion of work health and safety in an organisation.





	9. Which of the following best explains why labour market changes have an impact on WHS risk and the management of WHS?

	

	|_|
	a) Labour market changes have an impact because fluctuations in the type of work relationships affect the timing and the resource allocation for worker induction. 

	|_|
	b) Labour market changes have an impact because the fluctuations in workforce population increases work health and safety.

	|_|
	c) Labour market changes have an impact because consultation and communication arrangements become easier to manage.

	|_|
	d) Labour market changes have an impact because risk assessment is made more optimised with the existence of variation.



	10. Which of the following best explains why language, literacy, and numeracy levels of the workforce have an impact on WHS risk and the management of WHS?

	

	|_|
	a) These have an impact especially on the complexity of the documentation needed for communicating WHS policies, procedures, processes, and systems.

	|_|
	b) These have an impact especially on the amount of information that could be disseminated at any one time.

	|_|
	c) These have an impact especially on the identification of hazards, the performance of risk assessment, and the development of a risk register.

	|_|
	d) The number of hazards found is significantly affected by the language, literacy, and numeracy levels.





	11. Which of the following best explains why the structure and organisation of the workforce have an impact on WHS risk and the management of WHS?

	

	|_|
	a) Variations in workforce structure such as shifting schedules and multiple work sites have an impact on the strategies employed for communication.

	|_|
	b) Variations in workforce structure such as shifting schedules and multiple work sites increases the complexity of resource allocation, which in turn affects the budget.

	|_|
	c) Variations in workforce structure such as shifting schedules and multiple work sites increases stability, which in turn, optimizes work health and safety.

	|_|
	d) Variations in workforce structure such as shifting schedules and multiple work sites changes the nature of the organisation in such a way that it decreases work health and safety.



	12. Which of the following best explains why workers with specific needs and limitations have an impact on WHS risk and the management of WHS?

	

	|_|
	a) They have an impact on WHS risk and WHS management because organisations are required to make reasonable adjustments to promote their full potential.

	|_|
	b) They have an impact on WHS risk and WHS management because there is a substantial portion of the populace that require modifications.

	|_|
	c) They have an impact on WHS risk and WHS management because organisations are required to allow personal protective equipment to be used.

	|_|
	d) They have an impact on WHS risk and WHS management because there are certain limitations that organisations are allowed to circumvent.





	13. Which of the following best explains why workplace culture towards alcohol and drug abuse has an impact on WHS risk and the management of WHS?

	

	|_|
	a) This will have an impact on the distribution of resources for managing WHS and WHS risk, especially in terms of mitigating the negative effects of substance abuse.

	|_|
	b) This will have an impact on the rise or fall of substance abuse in the workforce population, preferably a decrease.

	|_|
	c) This will have an impact on the culture of workplace health and safety, especially in terms of managing substance abuse.

	|_|
	d) This will have an impact on the consolidation of information and the communication of policies and procedures to the workforce.




	14. Which of the following could be considered as sources of WHS information and data?

	

	|_|
	a. Safe Work Australia

	|_|
	b. Risk assessments

	|_|
	c. Training records

	|_|
	d. Records of consultation

	|_|
	e. Incident reports 

	|_|
	f. Financial records

	|_|
	g. Employment contract






	15. Match each internal and external source of information to the process of accessing them.

	

	     
	WHS legislation
	a) Obtain from previous safety officer or organisational records

	     
	WHS audit report
	b) Obtain a copy online

	     
	Meeting minutes
	c) Obtain from appointed minute-taker.

	     
	WHS standards
	d) Obtain from previous safety officer or organisational records

	     
	Interview transcripts
	e) Obtain from previous safety officer or organisational records

	     
	Employee 'climate' surveys
	f) Obtain a copy online





	16. As part of an organisation's overall management system, the WHSMS model incorporates different principles. Match the WHSMS principle with its most apt description.

	

	     
	Planning
	a) An organisation should define its WHS policy and ensure its commitment to its WHSMS.

	     
	Implementation

	b) For effective fulfilment of this principle, an organisation should develop the capabilities necessary to achieve its WHS policy and its goals.

	     
	Commitment and policy

	c) An organisation should be able to prepare and design its WHS policy, objectives, and targets.

	     
	Measurement and evaluation
	d) An organisation should regularly evaluate and improve its WHSMS, with the objective of improving its WHS performance.

	     
	Review and improvement

	e) An organisation should measure, monitor, and evaluate its WHS performance.


	17. Which of the following can be considered as a barrier to WHSMS implementation?

	

	|_|
	a) Workplace culture

	|_|
	b) Manager response to WHSMS

	|_|
	c) Language and literacy

	|_|
	d) Worker diversity or cultural attributes

	|_|
	e) Hazard elimination

	|_|
	f) Financial literacy

	|_|
	g) Risk register



	18. Which of the following strategies could you employ to address the barrier created by having an over-reliance on centralised health and safety specialists without management involvement? 

	

	|_|
	a) Ensure management involvement in WHS elements as well as foster a culture of leadership that supports it.

	|_|
	b) Train WHS specialists to manage the issue accordingly and within organisational policy and procedure.

	|_|
	c) Ensure management involvement in risk assessment and completing the risk register.

	|_|
	d) Train WHS specialists to handle the situation by creating more opportunities for worker dialogue.



	19. Which of the following are strategies could you employ to address barriers made by the situation where senior managers lack knowledge of health and safety legislation and management systems? Select all that apply.

	

	|_|
	a. Present information to the executive management about the need for a WHSMS, and how planning, development, implementation, and monitoring would occur.

	|_|
	b. Present information to the executive management about legislative requirements for developing a WHSMS and how doing so is crucial to the planning stage.

	|_|
	c. Create tools for senior managers to instil positive change in the organisation.

	|_|
	d. Allow opportunities for workers to engage in dialogue with WHS specialists.

	|_|
	e. Create tools for senior managers to manage workplace culture.





	20. Which of the following can be considered as a benefit or advantage of having a Return to Work Process in the WHSMS? Select all that apply.

	

	|_|
	a. It contributes to the retention of a skilled workforce.

	|_|
	b. It controls the costs of workplace injury by getting workers back to work in a safe and timely manner.

	|_|
	c. It reduces workers compensation premiums.

	|_|
	d. It allows workers an extra period of time for rest and recuperation.

	|_|
	e. It controls workplace injury to a minimum.

	|_|
	f. It gives senior managers leeway to optimize workforce numbers.



	21. Match the following measures with the category of positive performance indicator they fall under:

	

	Risk Management
Management of work processes
Participation and communication
	Monitoring and review
Planning, design, and procurement

	a) Percent of planned risk assessments completed.
	     

	b) Percent of reported incidents investigated.
	     

	c) Percent of risk assessment recommendations implemented
	     

	d) Percent of attendance at health and safety committee meetings
	     

	e) Percent of services contracts with WHS clauses.
	     

	f) Percent of planned WHS systems audits undertaken
	     




	22. Which of the following can be considered as part of the essential content in a WHS action plan? Select all that apply.

	

	|_|
	a. A list of action items and their descriptions.

	|_|
	b. Resources in terms of money, people, or infrastructure required to carry out the initiative.

	|_|
	c. Measure of success.

	|_|
	d. Status of the project.



	23. Match the following descriptions to the system of storage and retrieval that is most appropriate.  Write H if the description fits a Hard Copy system, and write E if the description fits an Electronic Storage system.



	Description
	Type of System

	It tends to be used when the original record is in handwriting.
	     

	It tends to be used when a trend needs to be identified.
	     

	It tends to be used to aggregate information for planning.
	     

	IT tends to be used when the information requires a signature.
	     




	24. The following are rules and conventions in written English. Write G if the rules and conventions apply in general and S if it applies to specialised or industry specific areas. Write N if it is neither a rule nor a convention.



	G, S, or N
	Rules and Convention

	     
	The convention for writing formal business letters emphasises on the importance of conciseness.

	     
	A singular subject should ALWAYS have a plural verb.

	     
	As a rule in the English language a sentence should not end with a conjunction.

	     
	Hazard and incident report writing should provide important details such as time and date of incident.

	     
	There are three end marks: the comma, semicolon, and an ellipsis.  

	     
	A sentence should not begin with a conjunction.

	     
	The present and past tense of verbs can be irregular (e.g. spell, spelt)

	     
	Capitalise appropriate words in titles.

	     
	Conventions in writing safety reports follow a specific structure that includes front cover with the title, introduction, contents page, and other essential data.





	25. Which of the following are types of formatting styles? Select all that apply.



	|_|
	Character styles to determine the look of a document's text. Character styles apply to individual characters and words.	

	|_|
	The find and replace function is applied to easily find elements in the document and replace them with other elements. 

	|_|
	Paragraph styles are applied to standard text, but format an entire paragraph.

	|_|
	Page orientation styles help the user switch the document page orientation from landscape to portrait, or portrait to landscape.

	|_|
	Table styles determine the look of tables.

	|_|
	List styles determine the look of lists, including bullet style, indentation, and so on.



	26. Formatting styles have different impact on document formatting, readability and appearance. Write F, if the statement is referring to an impact of formatting styles on document formatting, write R if referring to readability, and write A if referring to appearance.

	

	F, R, or A
	Statement

	     
	Using formatting styles makes it easier to change the format of the document whenever there’s a need.

	     
	Bold, italic, or underline styles are used for emphasis and to highlight a particular section of the document

	     
	A document’s appearance maybe modified depending on the formatting style that will be used.

	     
	Formatting styles allow you to group sections of the document to make them easily readable.
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	27. Identify and summarise the duties, roles and responsibilities of duty holders, individuals and parties under WHS legislation (i.e. Acts, regulations, codes of practice), and guidance material, then state the relevant sections. 
Guidance: Supply at least three (3) duties, roles, and responsibilities as detailed from two (2) legislative documents for each duty holder. 

	

	Duty Holder
	Title of WHS legislation, standard, or guidance material
	Duty, Role, and Responsibility

	PCBU
	     
	     

	Officers
	     
	     

	Worker
	     
	     

	Contractor
	     
	     





	28. Identify at least two (2) requirements each for consultation, participation, and representation as detailed in the legislation and guidelines applicable to your jurisdiction. 

	

	Title of Legislation or Guideline
	Type of requirement
	Relevant statements

	     
	Consultation
	     

	     
	Representation
	     

	     
	Participation
	     




	29. Outline at least two (2) relevant statements each pertaining to discriminatory, coercive, and misleading conducts in at least one (1) legislative document applicable to your jurisdiction.

	

	
	Legislation
	Relevant Statements

	Discriminatory conduct
	     
	     

	Coercion
	     
	     

	Misleading
	     
	     




	30. Supply at least three (3) relevant passages from any WHS legislation codes practice and guidelines in your jurisdiction that specifically discuss workplace entry by WHS permit holders. 

	

	
     

	     

	     




	31. In the process of developing WHS consultation and participation processes in your organisation, which people would you identify as key personnel or change agents? Supply at least three (3) people that can identify as change agents. Consider the role and responsibility for each identified person and explain why you chose him or her.

	

	     

	     

	     



	32. Describe how organisational culture impacts on the work team.

	

	     




	33. According to the Model WHS Act, what training are health and safety representatives entitled to? 

	

	     



	34. Consider your jurisdiction:
a) Identify at least one (1) recordkeeping requirement relevant to WHS legislation. Supply the requirement and the relevant WHS legislation you got it from.
b) Identify at least one (1) recordkeeping requirement relevant to privacy legislation. Supply the requirement and the relevant privacy legislation you got it from.
c) Identify at least one (1) recordkeeping requirement relevant to other types of legislation. Supply the requirement and the relevant legislation you got it from.

	

	a)       

	b)       

	c)       



	35. What applicable WHS legislation, guidance material and links to other legislation refer to industrial relations? List at least three (3) and indicate which state or territory they apply. 

	

	     

	     

	     




	36. What applicable WHS legislation, guidance material and links to other legislation refer to equal employment opportunity? List at least three (3) and indicate which state or territory they apply. 

	

	     

	     

	     



	37. What applicable WHS legislation, guidance material and links to other legislation refer to workers’ compensation and workers’ rehabilitation? List at least three (3) and indicate which state or territory they apply.

	

	      

	      

	      



	38. Consider your jurisdiction. Identify and outline at least three (3) due diligence obligations as referred to in WHS Acts, regulations and codes of practice.

Guidance: Discuss how you determine what it is and who it specifically applies to.

	

	     

	     

	     



	39. Consider your jurisdiction. List at least three (3) of the relevant requirements for reporting under WHS and other relevant legislation that pertain to obligations for notification and reporting of incidents.

	

	     

	     

	     

	40. Write down the most appropriate description for the following WHSMS certification standards:



	Certification Standard
	Description

	AS/NZS 4801:2001 Occupational Health and Safety Management Systems
	     

	HB 211-2001 Occupational Health and Safety Management Systems
	     



	41. Provide appropriate descriptions of at least three (3) methods for providing evidence of compliance with WHS legislation

	

	     

	     

	     

	42. Describe at least two (2) commonly used WHSMS.  

	

	     

	     




[bookmark: _Toc439675292]Case Study
[bookmark: _Toc439675293]Health and Safety Information Systems (WHSIS)
	You are working as the Safety Manager at Awesome Landscapes. Awesome Landscapes operates in your Jurisdiction. As part of your role you are responsible for ensuring that information and data is created, stored and distributed in accordance with legislative requirements.

Awesome Landscapes does landscaping work. In the period April to June they were using plant and doing high risk work such as working at heights and a lot of hazardous manual tasks and used mostly contractors hired at short notice. They have 25 workers who work 500 hours each quarter.

Bigger than Big Child Care does child early education that involves no high risk work and minimal hazardous manual tasks that cannot be easily and effectively controlled. They have the same number of employees and work the same hours. Their annual TRI frequency rate is 130.

The following data table is monthly total recordable injury (TRI) cases in 2012 for Awesome Landscapes.

	January
	2

	February
	1

	March
	1

	April
	6

	May
	4

	June
	5

	July
	1

	August
	0

	September
	1

	October
	2

	November
	2

	December
	1






a) Calculate the mean, median, mode, and range, and describe what each is. 
b) Calculate the annual TRI frequency rate.
c) Calculate the annual TRI incident rate. 
d) Develop a graph that shows the quarterly TRI frequency rate 
e) Identify some reasons why the frequency rates may be different between quarters and between the 2 organisations and what types of records should be checked so WHS Management might be improved to reduce the higher results.
f) Based on your analysis, identify the improvement areas for the organisation.

	

	a)      

	b)      

	c)      



	d)      

	
	e)      

	f)      




[bookmark: _Toc439675294]Practical Assessment 1: Contribute to WHSMS Development
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Assume for this assessment that you are Safety Manager for your organisation which is a role on the Executive Management Team. 

You will advise stakeholders (this must include at least Management, Workers and Worker Representatives, but may also include other internal or external stakeholders) of the benefits of having a WHSMS, and describe how to conduct its planning, development, implementation, and monitoring/review.

Your submission will be the detailed written documented communication of your advice. It must be coherent and cohesive, with each portfolio element, and the method you use for each, integrating with and complementing the other elements. Your communication must be an appropriate business format. If you are unsure about formats, check your organisation’s style guide or use the Awesome Landscapes Style Guide. You can also find examples of business documents on the internet, particularly some Australian University websites.

You must address every part of the question however you will not always be given every piece of detail to include. It is expected that where appropriate, you will identify such requirements as stakeholders, consultation requirements and methods, legal compliance requirements, specialist advice and supporting documentation amongst other things.

Projects

This assessment will be made up of 4 parts: 

· a PowerPoint Presentation of between 12 and 15 slides
· a Formal Report of between 2500-3000 words, 
· a WHS Policy document, formatted as a memo of 1000-2000 words
· a Formal Report of between 1250-1500 words (excluding specified annexes). You will also be required to obtain feedback and conduct and record of meeting. 

In addition, each part MUST be developed using a document production plan, content plan, draft, review evaluation AND the final document. All of these must be separately submitted as part of your assessment. These files must be formatted to your own organisation’s style guide. 

For your reference, you will be using the following templates:

· Production Plan
· Content Plan
· Document Review Form
· Presentation Review Form
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	This will be a PowerPoint Presentation composed of 12 to 15 slides. You are assigned to recommend a WHSMS that includes Return to Work processes to the organisation.
You must include the following requirements in your presentation: 
1. Overview of what a WHSMS is and its objectives.
Guidance: Discuss the elements according to AS/NZS4804
2. The legal and organisational requirements of a WHSMS appropriate to the organisation.
3. Identify the legal requirements of Duty Holders (PCBU, Officer, Worker, and Others), and their roles and responsibilities to be included in the WHSMS
4. The form, content, purposes and functions/aim of the WHSMS.
5. What individuals and parties need to be communicated to about the WHSMS and possible barriers and how they can be overcome.
6. Advocate for the integration of a return-to-work program as part of the WHSMS and the benefits of doing so. 
7. Why consultation with individuals and parties and provision of information must be conducted about the WHSMS. 
8. Regulatory tools, standards and guidance that will be used to develop the WHSMS.
9. Range of commonly used WHSMS and WHSMS certification standards and organisations.
10. Record keeping requirements and privacy requirements

At the end of PowerPoint presentation, you must show a list of the resources that you used to determine the form, content, and purposes and functions of a WHSMS. 




	Step 1
Complete the Document Production Plan for the PowerPoint presentation.
Template: Production Plan

	Step 2
Complete the Content Plan for the PowerPoint presentation
Template: Content Plan

	Step 3
Complete a draft copy of the PowerPoint presentation. This is not the final presentation, but it must be provided to another person for review AND it must be submitted as a separate document to your final report.

	Step 4
When you have completed the draft of the presentation, provide this to another person to review and complete the Presentation Review Form below. The other person may be a fellow student, your supervisor, or a colleague.
Template: Presentation Review Form

	Step 5
Complete the final PowerPoint presentation and upload the following files to the submission link provided:
· Production Plan
· Content Plan
· Draft copy of the PowerPoint presentation
· Presentation Review Form
· Final copy of the PowerPoint presentation
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	This will be a formal report composed of 2500 to 3000 words. 
You are to advise stakeholders about the importance of commitment to WHS policy, how the WHS policy and WHS plan must be developed, and how the WHS plan must be implemented. 
Your report must meet all relevant requirements for your organisation, and it must include the following information: 
1. Size and nature of the organisation 
Guidance: Identify the size of the workforce, the industry, and the products/services that your organisation offers.
2. Specific hazards in the workplace
3. The requirements of commitment to the WHS policy
4. WHS policy requirements appropriate for the organisation and what must be included in its development.
5. The individuals and parties who must be consulted in and participate in developing the WHS policy, and to whom the WHS Policy must be communicated and how best to do this.
6. WHS plan requirements appropriate for the organisation and what must be included in it. You must include a template of your action plan as an annex to this report.
7. The individuals and parties who must be consulted in and participate in developing the WHS plan.
8. Requirements and considerations appropriate to the organisation for implementation of the WHS plan and your role in the implementation of the WHS plan.
9. The individuals and parties who must be consulted in and participate in implementing the WHS plan and how this will be done.





	Step 1
Convene a meeting of key stakeholders to review the information and determine an action plan for development and implementation of the WHS policy and plan:
· Prepare and distribute an agenda to those attending (you will submit the written method of communicating the agenda and also provide at least one confirmation of receipt as an annex).
· Chair the meeting and produce minutes and action plan from that discussion (submit each as a separate annex).
· In the meeting, you must:
1. Facilitate and support the participation of, and consultation with the meeting participants in WHS plan development.
2. Communicate requirements of commitment to the WHSMS and to WHS policy.
3. Gain the commitment of the stakeholders to the WHSMS
4. Consult with the participants about implementing the WHSMS
5. Gain the support of the participants regarding the implementation of an initial WHS review.
Guidance: You must show these as discussions in the meeting minutes.
· Distribute the minutes of the meeting via 2 distinct methods to relevant stakeholders. You must:
1. Send the minutes via email to your stakeholders. Save a copy of this email for later submission; and
2. Send the minutes via printed memo to your stakeholders. Save a copy of this memo for later submission

	Step 2
Complete the Document Production Plan for the formal report.
Template: Production Plan

	Step 3
Complete the Content Plan for the formal report.
Template: Content Plan

	Step 4
Complete a draft copy of the formal report. This is not the final report, but it must be provided to another person for review AND it must be submitted as a separate document to your final report.


[bookmark: _Toc439675298]Draft Review Checklist
	

	Checklist – Does the draft:
	Y/N

	1. Include all content listed in the content plan, in the order that it appears in the content plan?
	     

	2. Include all aspects covered in the document production plan?
	     

	3. Use language that is appropriate to the management and workers of your organization?
	     

	4. Use correct grammar, spelling, punctuation, and style?
	     

	[To be completed by the student] 
1. Review the draft text to ensure that presentation objectives and requirements are met.

a. How did your report achieve the objectives you’ve set at the start?
     







b. How did your report meet the requirements you’ve set at the start?
     





2. Complete the table below by answering the following questions:
a. What gaps in the required data and information did you identify during the review? 
b. If gaps were identified, provide a list of resources that will address these gaps and the names of the resource persons you will get them from. After collecting the resources, have the resource person initial the resource he or she provided.

	Identified Gap
	Resource, Information, or Material Needed
	Resource Person
	Resource Person Signature

	     
	     
	     
	     

	     
	     
	     
	     





	Step 5
When you have completed the draft of the formal report, provide this to another person to review and complete the Document Review Form below. The other person may be a fellow student, your supervisor, or a colleague.
Template: Document Review Form

	Step 6
Apply the recommendations advised in the document review form, 
Ensure that you thoroughly proofread the document, and complete any additional editing and formatting changes. 
Provide the final report AND the draft report as part of your evidence.

	Step 7
Upload the following files to the submission link provided:
· Meeting Agenda (Stakeholder Meeting)
· Meeting Minutes (Stakeholder Meeting)
· Email of Minutes (Stakeholder Meeting)
· Memo of Minutes (Stakeholder Meeting)
· Production Plan
· Content Plan
· Draft copy of the formal report
· Document review form
· Final copy of the formal report
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	This will be a memo of 1000-2000 words 
Based on the data you have gathered, both from the existing WHS systems, policies and procedures and from the discussion you’ve had with stakeholders of the organisation, you are to develop a WHS policy that fits your organisation’s needs and integrates well with the organisation’s present systems.
In your WHS policy, you must include:
· Work Health and Safety system
· Work Health and Safety objectives
· Roles and responsibilities for PCBU, Executive Management, Officers and Workers
· Consultation, Issue Resolution, Communication
· Dealing with WHS concerns
· WHS Risk Management System
· Manual Handling/Ergonomics
· Equipment
· First aid and emergency management
· Incident investigations
· Incident reporting and notification
· Complying with WHS requests
· Workers’ Non-compliance
· WHS Training
The memo will be submitted to your Assessor.




	Step 1
Depending on the policies and procedures within your organisation, you must perform any of the following:
· Send a copy of the memo via email to all stakeholders of the organisation and obtain a copy of the email thread; or
· Send a picture of the memo posted in the organisational notice board or in a place where everyone congregates; or,
· Send a screenshot of the memo posted on the company intranet.
Save a copy of any of the options from the above for later submission.

	Step 2
Submit the following using the submission link provided:
· Memo (1000-2000 words)
· Communication to stakeholders (Email thread, picture of notice board, or screenshot of company internet)
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	This will be a Formal Report of between 1250 and 1500 words. 
You are to advise stakeholders on how the organisation should measure and evaluate the WHSMS, and ask for feedback on WHSMS review and improvement processes that should be used. In your report you will need to address all the following specific requirements as well as all relevant organisational requirements for your organisation:
1. The requirements for WHSMS measurement and evaluation appropriate to the organisation. You must also discuss the positive indicators that will be used for the following:
· Risk management
· Management of work processes
· Participation, communication, and skills
· Planning, design, and procurement
· Monitoring and review
2. Your role in the measurement and evaluation of the WHSMS. (this will include a graphical representation of a positive performance indicator submitted as an annex)
3. The individuals and parties who must be consulted in and participate in reviewing the WHSMS and the requirements for WHSMS review and improvement appropriate to the organisation.
4. Your role in review and improvement of the WHSMS.
5. The individuals and parties who must be consulted in and participate in the review and improvement of the WHSMS.





	Step 1
Complete the Document Production Plan for the formal report.
Template: Production Plan

	Step 2
Complete the Content Plan for the formal report.
Template: Content Plan

	Step 3
Complete a draft copy of the Formal Report. This is not the final report, but it must be provided to another person for review AND it must be submitted as a separate document to your final report.
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	Checklist – Does the draft:
	Y/N

	1. Include all content listed in the content plan, in the order that it appears in the content plan?
	     

	2. Include all aspects covered in the document production plan?
	     

	3. Use language that is appropriate to the management and workers of your organization?
	     

	4. Use correct grammar, spelling, punctuation, and style?
	     

	[To be completed by the student] 
1. Review the draft text to ensure that presentation objectives and requirements are met.

a. How did your report achieve the objectives you’ve set at the start?
     








b.  How did your report meet the requirements you’ve set at the start?
     







2. Complete the table below by answering the following questions:
a. What gaps in the required data and information did you identify during the review? 

b. If gaps were identified, provide a list of resources that will address these gaps and the names of the resource persons you will get them from. After collecting the resources, have the resource person initial the resource he or she provided.

	Identified Gap
	Resource, Information, or Material Needed
	Resource Person
	Resource Person Signature

	     
	     
	     
	     

	     
	     
	     
	     





	Step 4
When you have completed the draft of the formal report, provide this to another person to review and complete the Report Review Form below. The other person may be a fellow student, your supervisor, or a colleague.
Template: Report Review Form

	Step 5
Apply the recommendations advised in the document review form, 
Ensure that you thoroughly proofread the document, and complete any additional editing and formatting changes. 
Provide the final report AND the draft report as part of your evidence.

	Step 6
Apply the recommendations advised in the document review form, complete any additional formatting, and provide the final report AND the draft report as part of your evidence when you submit this workbook.
· Production Plan
· Content Plan
· Draft copy of the formal report
· Report Review form
· Final copy of the formal report

	Step 7
Convene a meeting of key stakeholders to review information about the measurement and evaluation of WHS. 
· Prepare and distribute an agenda to those attending. (You must distribute this agenda through email. You must provide at least one confirmation of receipt as an annex) 
· Chair the meeting and produce minutes and action plan from that discussion (submit each as a separate annex).
· In the meeting, you must:
1. Communicate the requirements of a WHS plan
2. Communicate the requirements for WHSMS measurement and evaluation appropriate to the organisation
3. Contribute in the measurement and evaluation of the WHSMS.
4. Facilitate and support the participation of the individuals and parties who must be consulted in and participate in reviewing the WHSMS and the requirements for WHSMS review and improvement appropriate to the organisation.
5. Communicate your role in the review and improvement of the WHSMS.
6. The individuals and parties who must be consulted in and participate in the review and improvement of the WHSMS. 
· The Meeting Minutes must show that five (6) topics mentioned above have been discussed. 
· Distribute the minutes of the meeting via 2 distinct methods of communication to relevant stakeholders. You must:
1. Send the minutes via email to your stakeholders. Save a copy of this email thread for later submission; and
2. Send the minutes via printed memo to your stakeholders. Save a copy of this memo containing the minutes for later submission. Have this memo signed by the participants of the meeting.

	Step 8
From Step 7 submit the following documents through the submission link provided:
· Agenda you prepared for your meeting. Include a screenshot of the email showing that this agenda has been sent and received.
· Meeting minutes 
· Action plan
· A screenshot of the email thread showing that you have sent the meeting minutes to relevant stakeholders, and showing that it has been received by them.
· A scanned copy of a memo containing the meeting minutes. The scanned copy must be signed by the attendees of the meeting.




[bookmark: _Toc439675302]Project 5 — Implementation of WHS Plan
	This will be a record in the form of an Implementation Diary that will have 2 weeks’ worth of notes on record.
You are to implement the WHS plan that you have recommended in collaboration with the other stakeholders of your organisation.  This diary must include the pertinent dates that you have provided in your recommendations, the points of interaction that had occurred on those dates including consultations conducted, advice provided, and monitoring implemented to various stakeholders (e.g. workers and contractors, health and safety representatives), and notes on changes to implementation when applicable.



	Step 1
Start implementing your Action Plan, taking stock of the prioritisation, resource management needs, and organisational inputs that were detailed in the document. 
Create an Implementation Diary detailing your implementation notes as referenced in your Action Plan. This diary must include the pertinent dates that you have provided in your Action Plan, the points of interaction that had occurred on those dates including consultations conducted, advice provided, and monitoring implemented to various stakeholders (e.g. workers and contractors, health and safety representatives), and notes on changes to implementation when applicable. 
You must also note: 
· How you have implemented the legal and organisational requirements you’ve gathered
· Any changes to the plan you might recommend as a result of seeing the plan in action.
· How you contributed to the implementation of the WHS plan according to your job role.
· How you facilitated and supported the participation of, and consultation with individuals and parties in implementing the WHS plan.
For instances where you implemented changes during implementation, you must take note of the kind of support you provided while implementing these changes.
Gather two (2) weeks’ worth of implementation notes in your diary and have your supervisor verify that you’ve done the tasks by signing-off each page of diary that you’ve filled up.
You will be submitting the Implementation Diary and the transcript to your Assessor.


[bookmark: _Toc439675303]Practical Assessment 2: Managing WHSIS
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Assume for this assessment that you are Safety Manager for your organisation which is a role on the Executive Management Team. 

You will advise stakeholders in your workplace (this must include at least Management, Workers and Worker Representatives, but may also include other internal or external stakeholders) on the management of a WHSIS. To do this you will describe WHSIS requirements, the use and operation of the WHSIS, the use of the WHSIS to support your job role, and the monitoring, evaluation and improvement of the WHSIS.

Your submission will be the detailed written documented communication of your advice. It must be coherent and cohesive, with each portfolio element, and the method you use for each, integrating with and complementing the other elements. Your communication must be an appropriate business format. If you are unsure about formats, check your organisation’s style guide or use the Awesome Landscapes Style Guide. You can also find examples of business documents on the internet, particularly some Australian University websites

You must address every part of the question however you will not always be given every piece of detail to include. It is expected that where appropriate, you will identify such requirements as stakeholders, consultation requirements and methods, legal compliance requirements, specialist advice and supporting documentation amongst other things. 

Your submission will be written in the context of your organisation and must as appropriate identify the following but not limited to: job roles, departments and functions, operational aspects, hazards and risk associated with the organisation’s operations, any organisation structural matters such as diversity of workforce, geographical distribution of the operations, technology available, and ability of the workforce to access existing systems.

Projects
This assessment will be made up of 2 parts:
· A PowerPoint Presentation of between 12 and 20 slides
· A Formal Report of between 1500-1750 words plus specified annexes.
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	Create a PowerPoint presentation of between 12 and 20 slides advising your organisation of the following: 
· Legislative and organisational requirements, workplace policies, procedures and systems relevant to:
· Duty holders and roles
· WHS information for effective legal compliance of work health and safety (WHS )management
· Functions and purposes of a WHSIS
· Needs of the users
· Workplace factors
Guidance: State your jurisdiction.
· What feedback you will require to assist with monitoring evaluating and improving the WHSIS and how you will obtain it.
Upload your presentation through the submission link provided:
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	Step 1
Write a Formal Report composed of 1500 to 1750 words, advising your organisation of the following:
· At least three (3) examples each for both external and internal sources of information that will be included in the WHSIS, how you will ensure that it is relevant, and the individuals and parties you will communicate the information to so that they will be able to meet their WHS responsibilities and objectives.
· At least three (3) specific tools that you will use to collect and record information and data according to WHS legislation and workplace policies, procedures and systems and how they relate to ethical storage of health and safety data.
· At least three (3) techniques you will use and what you will analyse to evaluate WHS performance and identify areas for WHS improvement.

	Step 2
Upload the following files through the submission link provided.
· Formal Report
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	This will be a record in the form of an Implementation Diary that will have at least two (2) weeks’ worth of notes on record.
You are to implement the improvements or changes to the WHSIS you have recommended in collaboration with the other stakeholders of your organisation. 
This diary must include the pertinent dates that you have provided in your recommendations, the points of interaction that had occurred on those dates including consultations conducted, advice provided, and monitoring implemented to various stakeholders (e.g. workers and contractors, health and safety representatives), and notes on changes to implementation when applicable.
The Implementation Diary must include notes on:
· How you regularly reviewed and analysed WHS information and data in consultation with users. Take note of what information or data you reviewed and at what dates you performed the review.
· How you made sure that organisational and WHS legislative requirements are met.
· How you advised and supported users of the WHSIS.
· How you communicated WHS information and data.
· How you applied knowledge of WHSIS requirements to assist with identifying elements of the WHSIS needing improvement.
· How you assisted in developing and implementing measures to improve the WHSIS being used.
· Recommendations you made for improvement in prevention strategies based on information and data analysis. 
· The training needs of WHSIS users you have identified, and the type of action you did to address these needs.
· Any kind of feedback for monitoring, evaluation, and improvement given to you during the two-week implementation.
For instances where you implemented changes during implementation, you must take note of the kind of support you provided while implementing these changes.
Gather two (2) weeks’ worth of implementation notes in your diary and have your supervisor verify that you’ve done the tasks by signing-off each page of diary that you’ve filled up.




	Step 1
Gather information of your organisation’s total recordable injury (TRI) cases for the last three (3) months by completing the TRI Matrix shown below.  You may also use a template issued by your organisation as long as the following information is included:
· Date the incident occurred
· A description of the incident
· The department where the employee falls under
· Source of information 
Please do not include the names of persons involved in the incident.
After obtaining the information for the last three (3) months, have each entry be verified by an independent person, either a supervisor, a WHS safety officer, or any relevant third-party record keeper to ensure that the information was accurate. 
If there is no information available for the last three (3) months, you may use whatever is most recent. 
Guidance: 
If there is no information available for the last three (3) months, you may use whatever is most recent. 
If there have been no incidents at your workplace, use the incident reports at Lotus Compassionate Care to complete this task. Access the incident reports through this link (Username: learner; Password: studyhard). If you are completing the task using the simulated documents, you are not required to have your TRI signed off by a third-party record keeper anymore.
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	Date
	Incident
	Department
	Source
	Verification
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Project 4 — Evaluating Progress
	After implementing the WHSIS for 2 weeks, the next step is to perform a systematic evaluation of the WHS information system that was used with and applied to the organisation.

In this assessment, you will be asked to create and use an evaluation protocol to monitor and review the WHSIS and to make recommendations based on this evaluation.



	Step 1
Design an Evaluation Protocol that you will use for evaluating and monitoring the WHSIS:
· The proposed criteria for evaluation;
· Methods for measuring against these criteria;
· Positive and negative performance indicators to be used,
· Frequency, method, and scope of the WHSIS review
· Methods and tools for gathering information;
· Sources of information;
· Methods for information dissemination of findings; and,
The structure of the report that will be used to share the evaluation.
Schedule a consultation with your stakeholders an prepare:
· A meeting agenda discussing:
· The Evaluation Protocol you developed.
· An opportunity for everyone to discuss and give their opinions about the Evaluation Protocol
· An opportunity to gather feedback from the participants to assist with monitoring, evaluating, and improving WHSIS
The Meeting Minutes must include:
· The frequency, method, and scope of WHSIS review.
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact details for later verification. The Meeting minutes will be included as an Annex to your report.





[bookmark: _Toc439675309]Project 5 — Incident Reporting
	A 2-week implementation of improvements to the WHSIS may not be enough to gather complete information about the status of your organisation’s WHS metrics. You will have data that can be used to contribute to external reporting requirements in a timely manner.

You are tasked to create a short 500-750 word report that details statistical indicators of WHS performance as well as WHS incidents. Assume that this report will be part of the Annual WHS Report that is part of external reporting requirements.

Based on the implementations of improvements to the WHSIS, gather 3 months’ worth of information that includes the time period you implemented your proposed WHSIS. You must obtain the following information:
· The number of reported workplace incidents;
· The average time lost per incidence;
· A review of the control measures (required under WHS legislation) that were implemented within the same time period.
Note: In cases that there have been no incidents in your workplace, simply indicate this in your report.
Assume that this will be part of the WHS Annual Report of your organisation.

Guidance: You must include the sources of information in your document.

As an annex to your report, you must include:
· An organisational template that was used to gather and record the information, including the documents that you sourced the information from.



	Step 1
Assume that a notifiable incident has occurred in your organisation:
a) Schedule a call with your Assessor about incident reporting. For this call, you must ask your Assessor about information concerning a notifiable incident that just occurred. Take note of the time and date that you took this call. 
b) Develop an incident report based on the information given to you. Your assessor will be giving the following general information:
Details of the incident
· Person/s involved in the investigation
· Description of the incident
· Key contributing factors 
c) Submit the incident report by uploading it through the submission link provided below within forty-eight (48) hours after your assessor has given you the details. Assume that you will be sending the incident report to your regulator. 
d) Get a screenshot of the submitted document at the Student Portal. You must show the time stamp that indicates when you submitted the file.




[bookmark: _Toc439675310]Practical Assessment 3: Managing Effective WHS Consultation and Participation Processes
[bookmark: _Toc439675311]Introduction
	Assume for this assessment that you are Safety Manager for your organisation which is a role on the Executive Management Team. 

You will advise stakeholders in your workplace (this must include at least Management, Workers and Worker Representatives, but may also include other internal or external stakeholders) on the consultation and participation processes in your organisation by following the processes outlined for their management.

Your submission will be the detailed written documented communication of your advice over a period of time. It must be coherent and cohesive, with each portfolio element, and the method you use for each, integrating with and complementing the other elements. Your communication must be an appropriate business format. If you are unsure about formats, check your organisation’s style guide or use the Awesome Landscapes Style Guide. You can also find examples of business documents on the internet, particularly some Australian University websites

You must address every part of the question however you will not always be given every piece of detail to include. It is expected that where appropriate, you will identify such requirements as stakeholders, consultation requirements and methods, legal compliance requirements, specialist advice and supporting documentation amongst other things. Your submission will be written in the context of your organisation and must as appropriate identify the following but not limited to: job roles, departments and functions, operational aspects, hazards and risk associated with the organisation’s operations, any organisation structural matters such as diversity of workforce, geographical distribution of the operations, technology available, and ability of the workforce to access existing systems. 







Projects
This assessment will be made up of 4 parts (excluding specified annexes): 

· An Executive Report (1500-1750 words) about WHS legislative and WHS requirements addressed to the executive management; 
· An Organisational Report (750-1000 words) detailing the Action Plan for the newly-developed consultation and participation processes, this time addressed to all company stakeholders;
· A PowerPoint Presentation (10-12 slides) about updates to the implementation of the proposed WHS consultation and participation processes;
· A PowerPoint Presentation (15-20 slides) detailing the monitoring and evaluation of the WHS consultation and participation processes you have implemented and the next steps for future implementation and monitoring.

Whilst you are advised to use the document production plan, content plan, to produce a draft and have it evaluated, these are not required for submission in the second portfolio.






[bookmark: _Toc439675312]Project 1 — Reviewing Requirements
	As a safety manager for you company, it is important that systems for WHS consultation and participation arrangements are in place not just to abide by the legislative requirements but also to establish a strong anchor for creating and maintaining a culture of work health and safety in the organisation. 
In this assessment, you will be tasked to take a look and review legislative requirements of WHS consultation and participation as well as you organisation’s policies, procedures, processes, and systems that may bolster opportunities for WHS consultation and participation.



	Step 1
Create a Legislative Requirements Matrix showing all the legislative requirements for consultation and participation arrangements required in your jurisdiction. You can design your own matrix but it is important that it must contain columns that:
· Identify the legislative document where you identified a requirement;
· The relevant section where the requirement could be found;
· The requirement found in the document, correctly identified as a communication, consultation or participation requirement;
· The relevant records needed for the requirement.
This matrix will be part of your first report’s Annex.
Guidance: If there is a duty holder stated in the requirement, identify that duty holder in your answer.




	Step 2
Create an Organisational Requirements Matrix showing the requirements and opportunities for WHS consultation and participation in your organisation.
You can design your own matrix but it is important that it must contain columns that:
· Identify the organisational document where you identified a requirement or opportunity;
· The relevant section where the requirement or opportunity could be found;
· Identify whether the relevant section is a requirement or an opportunity.
· The relevant statement describing the requirement or opportunity.
· The legislation requirement that is most relevant to the identified organisational section discussing WHS consultation and participation.
This matrix will be part of your first report’s Annex.



	Title of Organisational Document
	Part No. /Section No.
	Is it a requirement or an opportunity?
	Relevant Statement
	Relevant Legislation

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     





	Step 3
After completing the matrices, review the information provided by the two requirements documents then create a short PowerPoint Presentation (10-12 slides) addressed to officers, members of the health and safety committee, executive management, and/or other stakeholders that could help you identify and review existing WHS consultation and participation processes and identify points for improvement.
In your presentation you must:
· Identify inconsistencies between existing processes and the requirements you identified.
· Summarise the language, literacy, and cultural profile of the organisational work team
This presentation will be part of your first report’s Annex.




	Step 4
Call for a meeting of stakeholders in your organisation to present your findings with regards to the requirements for WHS consultation and participation requirements. 
Review your findings with the meeting participants and discuss improvements and suggestions to current WHS consultation and participation processes. 
Consult with the meeting participants to identify if there are specific requirements for WHS consultation and participation that also need to be attended to and if there are specific areas of improvement to WHS consultation and participation processes they want to discuss. 
In your discussion, you must: 
· Ask the meeting participants to identify the positive performance indicators that are being used by the organisation.
· Identify specific areas for improvement in the present WHS consultation and participation processes.
Write down and submit Meeting minutes and a 3-minute recording of the meeting session to your Assessor. Upload these files through the submission link provided.
The audio recording must provide evidence that you have interacted with the participants showing:
· a discussion between you and the participants clarifying the topic; or
· a recommendation you made during the discussion and being commented on by other participants; or
· a recommendation made by a participant during the discussion and you commenting on this recommendation.
and 
· a discussion where the meeting participants are discussing about the positive performance indicators the organisation is presently using.
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact numbers for later verification.  
The Meeting minutes will be included as an Annex to your report.




	Step 5
Now that you have identified and reviewed legislative and organisational requirements for WHS consultation and participation processes and consulted with stakeholders regarding the matter, write a report. (1500-1750 words).
Your report will be addressed to the Executive Management detailing the outcome of the review of WHS consultation and participation processes in your organisation, including: 
· The legislative requirements applicable to your organisation.
· The organisational policies, procedures, processes, and systems in place for WHS consultation and participation arrangements.
· Proposed improvements to WHS consultation and participation processes based on your review.
Since this will be an Executive Report, the document must include an Executive summary, a table of contents, an introduction, a report body containing the discussion points mentioned above, and a section on recommendations.

	Step 6
Upload the following files through the submission link provided:
· Legislative Requirements Matrix
· Organisational Requirements Matrix
· PowerPoint Presentation
· Meeting Minutes
· Audio Recording (3-minutes)
· Report addressed to the executive management




[bookmark: _Toc439675313]Project 2 — Develop WHS Consultation and Participation Arrangements
	After gathering all the much needed information on the legislative and organisational requirements for WHS consultation and participation arrangements, the next agenda will be to develop WHS consultation and participation processes for your organisation.
In this assessment, you will be asked to analyse the information you have gathered and design new or modify existing WHS consultation and participation processes in you organisation.



	Step 1
Create a Planning and Design Matrix showing all the identified issues and concerns of the present status of WHS consultation and participation processes in your organisation and your proposed solutions for each.  Refer to the previous documentation that you have made to help you complete this matrix.
You can design your own matrix but it is important that it must contain columns that:
Identify the factors that may impact on the design of WHS consultation and participation processes.
From the identified factor, identify the areas of issue or concern that need to be complied with, modified, and revised.
· Identify the type of solution or improvement to the existing processes.
· Guidance: Identify if you will design a new process or modify existing processes for your solution
· Identify the process that you have identified or modified that will serve to address the factor or area of issue or concern.
· Identify the reasons why that specific solution or improvement was chosen.
This matrix will be part of your second report’s Annex.



	Factor
	Issue or Concern
	Type of Solution (Design or Modify)
	Specific Process
	Reasons for Proposing the Solution

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     




































	Step 2
Based on the information gathered and analysed from the previous document, create a Resource Requirements Matrix showing at-a-glance information about the resourcing requirements of the improvements and other changes to WHS consultation and participation arrangements you are proposing.
You can design your own matrix but it is important that it must contain columns that:
· Identify the solution or improvement you have proposed.
· Identify the legislative or organisational requirement the solution is addressing.
· Identify the actions items needed to implement the improvement or solution. Guidance: Should you design a new process or modify existing processes?
· Identify the resource requirements to implement these action items.
· Identify the roles and responsibilities needed to handle the action items.
· Identify the training needs for fulfilling the identified roles and responsibilities.
This matrix will be part of your second report’s Annex.



	Improvement
	Action Item
	Resource Requirement
	Roles and Responsibilities
	Training Needs

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     





	Step 3
Based on the previously developed documents, create an Action Plan that clearly assigns responsibilities and timeframes for the proposed actions and improvements that you have identified. 
You can use your own format for the Action Plan but it is important that it must contain columns that:
· Identify an item number for each action item.
· Identify the action item being proposed.
· Identify the reasons for proposing this action item.
· Identify the priority of the action item.
· Identify the people responsible for carrying out the action item. It is important that you identify change agents that you could identify as key personnel for these particular tasks.
· Identify when the action item must be completed.
This matrix will be part of your second report’s Annex



	Item no.
	Action Item
	Why
	Priority
	Who
	When

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     










	Step 4
Call for a meeting with the Executive Management and present the details concerning your Action Plan. 
Discuss and review the points you have raised in the Action Plan then consult the participants for further improvements to the document.
It is also important that you must:
· Verify from the participants that the improvements suggested in the Action Plan are appropriate to the organisation; and, 
· Verify from the participants that the improvements suggested in the Action Plan integrate well with existing systems.
· Discuss and determine the priorities for implementation.
Be sure to update the Action Plan based on the discussion and during your meeting session.  
Write down and submit Meeting minutes and a 3-minute recording of the meeting session to your Assessor.  The audio recording must provide evidence that you have interacted with the participants showing: 
· a negotiation between you and the participants involving the implementation of the next action items; or
· a negotiation between you and the participants involving further improvements about the Action Plan; or
· a negotiation between you and the participants involving the planning of new action items.
and, 
· A discussion where the participants verified that the improvements are appropriate to the organisation and that the improvements integrate well with existing systems.
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact details for later verification. The Meeting minutes will be included as an Annex to your report. Upload the meeting minutes and the audio recording through the submission link provided.

	

Step 5
Now that you have analysed you organisation’s WHS consultation and participation processes, and have developed a plan of action for implementing modifications and improvements in consultation with the Executive Management, write an Organisational Report (750-1000 words) detailing your Action Plan, the philosophy and framework behind its creation, and the resourcing requirements that would be in place to implement it.  Assume that this report will be posted to the organisation’s notice board, or to an intranet site. Remember to write the report for a more general audience as this will be read by all stakeholders in your organisation and not just by members of the Executive Management.

	Step 6
Upload the following files through the submission link provided:
· Planning and Design Matrix
· Resource Requirements Matrix
· Action Plan
· Meeting Minutes
· Audio Recording (3-minutes)
· Organisational Report




[bookmark: _Toc439675314]Project 3 – Implement the Plan
	After developing an Action Plan for modifying and improving WHS consulting and participation processes in you organisation, the next step is to implement this plan and to monitor the implementation as it manifests in the field. 
In this assessment, you will be asked to monitor and record the implementation of the Action Plan, to give support to stakeholders during the implementation, and to recommend and support changes to the plan as needed.




	Step 1
Start implementing the Action Plan you planned with your supervisor, taking stock of the prioritisation, resource management needs, and organisational inputs that were detailed in the document. 
Create an Implementation Diary detailing your implementation notes as referenced in your Action Plan. This diary must include the pertinent dates that you have provided in your Action Plan, the points of interaction that had occurred on those dates including consultations conducted, advice provided, and monitoring implemented to various stakeholders (e.g. workers and contractors, health and safety representatives), and notes on changes to implementation when applicable.   
You must also note: 
· how you have implemented the legal and organisational requirements you’ve gathered
· any changes to the plan you might recommend as a result of seeing the plan in action.
For instances where you implemented changes during implementation, you must take note of the kind of support you provided while implementing these changes.
Gather two (2) weeks’ worth of implementation notes in your diary and have your supervisor verify that you’ve done the tasks by signing-off each page of diary that you’ve filled up.
Create a record of one (1) of your consultations by getting a 3-minute sample of an audio recording of the interaction and by writing down a general transcript of the discussion that had transpired. The audio recording and the transcript must include discussions that show:
· A stakeholder being consulted about his or her thoughts about the Action Plan implementation, and you negotiating a compromise with the stakeholder regarding the topic in terms of an action being implemented or monitored; or
· A stakeholder being consulted about items that may require further implementation and monitoring and suggestions on how to improve the Action Plan, and you agreeing to work on the subject and monitor the matter further; or
· A stakeholder being consulted for more insights about the implementation of the Action Plan, and you negotiating with the stakeholder for the best match between the requirements of the Action Plan and the needs of the stakeholder.
You will be submitting the Implementation Diary, the transcript, and the 3-minute recording to your Assessor. Submit these files through the submission link provided.

	Step 2
After gathering implementation notes for 2 weeks and detailing them on your Implementation Diary, create a PowerPoint Presentation (10-12 slides) showcasing the most current updates to your implementation, the highlights from different consultations and supports made, and the changes that have been made to modify and/or improve the implementation within the time period. 

	Step 3
Schedule a meeting with relevant stakeholders (they can include but not limited to officers of the Health and Safety Committee) and prepare a formal presentation of the implementation of WHS consultation and participation arrangements as conducted during a two-week time period and specific recommendations and advice based on the implementation. Use the PowerPoint Presentation you made in Step 2. 
Submit: (1) a Meeting Agenda; (2) a record of the discussion via Meeting Minutes; and, (3) a 3-minute audio recording of the meeting to your Assessor. 
The audio recording must provide evidence that you have interacted with the participants showing:
· a discussion between you and the participants clarifying the topic; or
· a recommendation you made during the discussion and being commented on by other participants; or
· a recommendation made by a participant during the discussion and you commenting on this recommendation; or
· a discussion where the participants review the consultation and participation processes that you have implemented.
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact details for later verification. The Meeting minutes will be included as an Annex to your report. Submit these files through the submission link provided.

	Step 4
Upload the following files through the submission link provided:
· Implementation Diary
· Audio Recording (3-minute sample, Consultation )
· Discussion Transcript
· PowerPoint presentation (Implementation Updates)
· Meeting Agenda (Meeting with Relevant Stakeholders)
· Audio Recording (3-minute sample, Meeting with Relevant Stakeholders)




[bookmark: _Toc439675315]Project 4 — Evaluating Progress
	After implementing the Action Plan, supporting stakeholders on the new processes, and making adjustments based on the most current practice and information, you are now ready to perform a systematic evaluation of the WHS consultation and participation processes you have developed.

In this assessment, you will be asked to create and use an evaluation protocol to monitor and review the most current form of the WHS consultation and participation processes you deployed and to make recommendations based on this evaluation.



	Step 1
Design an Evaluation Protocol that you will use for evaluating and monitoring the current state of WHS consultation and participation practices. This evaluation protocol must include:
· The proposed criteria for evaluation;
· Methods for measuring against these criteria;
· Positive and negative performance indicators to be used,
· Methods and tools for gathering information;
· Sources of information;
· Resources required for the evaluation including the people involved, roles and responsibilities of people and other information that may also be required in your jurisdiction;
· The commonly encountered problems during the collection of data;
· The strategies you employed to overcome problems in data collection;
· Methods for information dissemination of findings; and,
· The structure of the report that will be used to share the evaluation.
This Evaluation Protocol will be part of the final report’s Annex.




	Step 2
Schedule a meeting with the Health and Safety Committee and prepare a formal presentation of the Evaluation Protocol you developed in Step 1.  
Submit: (1) a Meeting Agenda; (2) a record of the discussion via Meeting Minutes; and, (3) a 3-minute audio recording of the meeting to your Assessor. The audio recording must provide evidence that you have interacted with the participants showing:
· a discussion between you and the participants clarifying the topic; or
· a recommendation you made during the discussion and being commented on by other participants; or
· a recommendation made by a participant during the discussion and you commenting on this recommendation; 
and,
· a discussion that shows you consulting with the participants on how to improve the evaluation protocol that you develop. 
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact details for later verification. The Meeting minutes will be included as an Annex to your report. Upload these files through submission link provided. 





	Step 3
Implement the Evaluation Protocol over a 2-week period. Have you work supervisor complete the Observer Declaration form.  
Template: Observer Declaration Form
Based on the evaluation protocol you have developed, you must develop a plan that uses an information-gathering tool or methodology you would like to showcase then apply and perform it within the 2-week period. Provide evidence that you have gathered information during this time by including any tool or document that you used with the report below. This will be part of your report’s Annex.
Guidance: For example, if you conducted a survey, you must submit the survey form and the file that you used to tally responses as part of the Annex. If, on the other hand, you conducted a series of one-on-one interviews instead, submit a transcript of one of these interviews.
Write a an 750-1000 word Information Report detailing:
· The information you were after;
· The nature of the information and data needed to provide valid and reliable measures of performance of WHS management processes;
· The sources of information you employed;
· The reasons behind the choice of tool or methodology;
· The information that was gathered by using it;
· An analysis of the information gathered; and,
· A summary of insights that were captured because of the usage of this tool or methodology.




	Step 4
After creating an Evaluation protocol and gathering data about the current state of WHS consultation and participation processes in you organisation create a PowerPoint Presentation (15-20 slides) detailing:
· the evaluation protocol you used;
· the methodologies and tools that you employed to gather information as well as the pitfalls encountered while using them;
· the analyses made from the information you gathered;
· the insights you captured while gathering information;
· the action items you developed based on the insights;
· the conclusions and recommendations for further improvement of WHS consultation and participations processes; and,
· a general plan for ensuring continuous improvement for future evaluations.



	Step 5
Schedule a meeting with the Executive Management and prepare:
· a formal presentation about the results of the evaluation of WHS consultation and participation arrangements implemented over a two-week time period;
· specific recommendations and advice based on the evaluation; and,
· a general plan for continuous improvement later on.
Use the PowerPoint Presentation you made in Step Submit: (1) a Meeting Agenda; (2) a record of the discussion via Meeting Minutes; and, (3) a 5-minute audio recording of the meeting to your Assessor.  
The audio recording must provide evidence that you have interacted with the participants showing:
· a discussion between you and the participants clarifying the topic; or
· a recommendation you made during the discussion and being commented on by other participants; or
· a recommendation made by a participant during the discussion and you commenting on this recommendation
The Meeting Minutes must include:
· a discussion that showed specific details of the plan for ongoing improvements.
In addition to the minutes of the meeting, the Meeting Minutes must also include the list of attendees and the date and time it was conducted. Have your attendees sign off their names in the document. You must also record the attendees’ contact details for later verification. The Meeting minutes will be included as an Annex to your report. Submit these files through the submission link provided.

	Step 6
Upload the following files through the submission link provided:
· Evaluation Protocol
· Information-Gathering Document (Evidence that information was gathered)
· Information-Gathering Report
· PowerPoint Presentation (Evaluation Protocol)




[bookmark: _Toc393795686][bookmark: _Toc401854176][bookmark: _Toc439675316]Assessor Checklist
	When you have completed this assessing the assessment workbook, review the candidate’s assessment against the checklist below:
|_| The candidate has completed all the assessments in the workbook:
|_| Written Assessment
|_| Project 1
|_| The candidate has completed submission of all required supporting evidence:
PORTFOLIO 1
Project 1
|_| Document Production Plan
|_| Content Plan
|_| Draft Review Checklist
|_| Presentation Review Form
|_| Final Copy of PowerPoint Presentation

Project 2
|_| Meeting Agenda (Stakeholder Meeting)
|_| Meeting Minutes (Stakeholder Meeting)
|_| Email of Minutes (Stakeholder Meeting)
|_| Memo of Minutes (Stakeholder Meeting)
|_| Production Plan
|_| Content Plan
|_| Draft Copy of Formal Report
|_| Document Review Form
|_| Final Copy of the Formal Report




Project 3
|_| Memo
|_| Communication to stakeholders (e.g. email thread, picture of notice board, or screenshot of company intranet page)

Project 4
|_| Production Plan
|_| Content Plan
|_| Draft copy of the formal report
|_| Report Review Form
|_| Final Copy of the Formal Report

Project 5
|_| Implementation Diary

PORTFOLIO 2
Project 1
|_| PowerPoint Presentation

Project 2
|_| Formal Report

Project 3
|_| Implementation Diarry
|_| TRI Matrix

Project 4
|_| Evaluation Protocol


Project 5
|_| Short Report on WHS performance
|_| Incident Report

PORTFOLIO 3
Project 1
|_| Legislative Requirements Matrix
|_| Organisational Requirements Matrix
|_| PowerPoint Presentation
|_| Meeting Minutes
|_| Audio Recording (3 minutes)
|_| Report to the Executive Management

Project 2
|_| Planning and Design Matrix
|_| Resource Requirements Matrix
|_| Action Plan
|_| Meeting Minutes
|_| Audio Recording (3 minutes)
|_| Organisational Report

Project 3
|_| Implementation Diary
|_| Audio Recording (3 minutes)
|_| Discussion Transcript
|_| PowerPoint Presentation
|_| Meeting Agenda
|_| Audio Recording (3 minutes)



Project 4
|_| Evaluation Protocol
|_| Information-Gathering Document
|_| Information-Gathering Report
|_| PowerPoint Presentation

IMPORTANT REMINDER
Candidates must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the units relevant to this cluster.

To award the candidate competent in the units relevant to this subject, the candidate must successfully complete all the requirements listed above according to the prescribed benchmarks.
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[bookmark: _Toc439675317]Feedback
[bookmark: _GoBack]Well done for finishing this workbook. We hope that what you learn with us will open up new path ways of success in your life. At Inspire we continually strive to improve our courses and heighten the learning experience for you. One way we do this is by seeking feedback. Your experience is important to us and we are very keen to hear any suggestions or complaints you may have. Click on the button below to let us know what you think of us and our course.
[image: ]
CLICK HERE
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