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Ensure a safe workplace  

                                Unit Outline




INTRODUCTION

Welcome to the competency BSBMGT505A – Ensure a Safe Workplace. The competency is concerned with establishing, maintaining and evaluating an organisation’s Occupational Health and Safety (OH&S) policies, procedures and programs in your relevant area of work, in accordance with the relevant statutory requirements. Essentially, you are asked to put together, implement and monitor OH&S strategies for your workplace. It is likely that in many organisations persons having managerial responsibilities will be required to perform parts, if not most of this function.

The purpose of this Unit Outline is to provide information for you on the delivery of the training, and on the assessment requirements. Accompanying this Unit Outline, you will be provided with a copy of:

· A Study Guide for the competency

· A Study Guide for Principles of Risk Management (forms part of the competency)

· A Study Guide for Principles of Incident Investigation (forms part of the competency)

· A Study Guide for Principles of OH&S Auditing (forms part of the competency).

COMPETENCY STANDARD

This can be found at the end of this unit outline and at the start of your Study Guide for the competency.

CONTENT

The following topics will be covered during the training.

· OH&S legislation 

-    Act

· Regulations

· Advisory Standards

· Industry Codes of Practice

· Australian Standards

· Common Law

· Occupational Health and Safety Management Systems

· Policy

· Workforce characteristics

· Responsibilities

· Resources (inc. use of consultants)

· Integration

· Standards and Procedures

· Dissemination of Information

· Participative arrangements

· Risk Management

· Training

· Record Keeping

· Measurement and Evaluation

· Review and Improvement

DELIVERY FORMAT

The duration of the competency is 40 hours. However, a total of 28 hours has been set aside for the delivery of face-to-face training. This means that you are likely to find that you will need to devote time to study the unit in more depth outside of the t\raining event. Additionally, you will need to devote time to the completion of the assessment items.

All of these activities may take you more or less than 40 hours. It is not critical that you devote no more or less than 40 hours to the study and assessment, but that you work through at a pace that is comfortable for you in understanding and applying the course material.

TRAINING SESSION SCHEDULE

Time & Date



Content Coverage

27/07/04




6pm-9pm


- Introduction



- Legislation & OHS Framework

· Safety Management Systems (policy & planning)





- Safety Management Systems (format & use of AS4804)




- SMS specific elements

· Risk Management




- SMS specific elements

· Risk Management cont’

· Record keeping – reactive indicators

· Incident Investigation

· Participative Arrangements




- SMS specific elements

· Training

· Measurement and Evaluation (performance indicators, inspection & auditing)

ASSESSMENT PLAN 

	Semester Timetable

	Date
	Learning material
	Readings

	
	
	

	
	· Study Guide (course)
	WH&S Act& Regs

AS 4804

AS 4804
AS 4360

WH&S Act

AS 4801

	
	· Handouts
	

	
	· Study Guide (course)
	

	
	· Handouts
	

	
	· Study Guides (Risk Management & Incident Investigation)
	

	
	· Handouts
	

	
	· Study Guide (Auditing)
	

	
	· Handouts
	


Unit Synopsis:


Unit hours
30 hours.

Target group
Full-time or part-time business students of Logan.

Teaching and learning
This unit has a formal class contact time in lecture/tutorial mode of 28 hours spread over four training sessions. The teaching format will consist of lecture/tutorial material, video presentations, group discussion, PowerPoint presentation, OHT’s, and a variety of activities to support learning.


Resource Requirements
Writing implements 
Computer/Printer (provided)


Readings (provided)
Access to a Business environment/workplace


Access to the College Library
An E-mail account/address

Texts


      Recommended 

Queensland Government, 1995., Workplace Health and Safety Act, Government Printer, Brisbane.

Queensland Government, 1997, Workplace Health and Safety Regulation & Workplace Health and Safety (Miscellaneous) Regulation 1995, Government Printer, Brisbane.

Standards Australia, 2001, AS/NZS 4804 – Occupational Health and Safety Management Systems – General Guidelines on Principles, Systems and Supporting Techniques, Standards Australia 

Standards Australia, 2001, AS 4801 Occupational Health and Safety Management Systems-Specification with guidance for use, Standards Australia

Standards Australia, 2001, AS/NZS 4804 – Occupational Health and Safety Management Systems, - A guidance to AS 4801 for small business, Standards Australia 

Standards Australia, 1999., AS 4360 – Risk Management, Standards Australia.

Suggested/Desirable

CCH Australia Ltd, 1991., Planning Occupational Health and Safety, CCH Australia Ltd, Sydney.

Cole,C., 2001., Supervision-The theory and practice of first line management, Prentice-Hall, Sydney.

Dessler, Griffiths, Lloyd-Walker, Williams, 1999., Human Resource Management, Prentice –Hall, Melbourne.

Grantham,D., 1992, Occupational Hygiene for the WHSO, Brisbane.

Mathews,J., 1993, Health and Safety at Work, Pluto Press, Sydney.

Queensland Government, 1992, Audit Program, Government Printer, Brisbane. (Internet)

Queensland Government, 1998, Risk Management Workbook, Department of Employment, Training and Industrial Relations, Brisbane. (Internet)

Stone,R.J., 2002, Human Resource Management., John Wiley & Sons Australia Ltd., Brisbane. 

Taylor,G., Easter,K., Hegney,R., 1996., Enhancing Safety – An Australian Workplace Primer., Technical Publications, Perth. 

Tranter,M., 1999, Occupational Hygiene and Risk Management, OH&S Press, Alstonville N.S.W.

Pathway qualification
Competency in this unit will lead to the issue of a Statement of Attainment.

Assessment 
The assessment requirements for this competency are as follows:

1. Occupational Health and Safety Management System

Task: You are required to develop an outline of a Safety Management System for a designated workplace, and include some prescriptive information in a few key areas.

Details: 

a) Nominate a fictional workplace, and give a brief description of the type of workplace activities that occur. Include the total number of workers and an organisational chart.

b) Provide a Table of Contents with headings and subheadings, reflecting the elements you have decided to include in your Safety Management System. 

c) Include prescriptive information (as you would if the system were to be implemented) for the following:

i. A Safety Policy
ii. Responsibilities of personnel (categorise these into large groups)

iii. Processes and facilities for the Communication of Information to employees

2. Risk Management

Task: You are required to develop health and safety plans for the implementation of risk management initiatives. This will provide a framework for the systematic and structured management of risk.

Details:

a) Nominate the workplace characteristics, as per assignment 1, part a)

b) The plans should include a description of the following:

i.   A Purpose Statement
ii.   A summary of the Risk Management Process

iii.   Responsibilities for nominated personnel

iv.   The nominated ‘risk assessment tool’ to be used by the company

v.   Details on when the plan is to be used (i.e., during planning, design or    evaluation)

vi.   Templates for Risk Management activities. These could include hazard  reports, risk assessments, incident reports, standard operating procedures, task analysis and auditing procedures

vii. Record keeping procedures related to risk management. Include one or more methods for the identification of injury and disease patterns in the workforce.

3. Occupational Health and Safety Training

Task: Develop a ‘shell’ of an induction training program for a designated workplace.

Details: 

a) Nominate the workplace characteristics, as per assignment 1, part a)

b) Provide the following details:

i. Who should be trained

ii. The content of the training

iii. Training Delivery methods
iv. Methods of evaluating the program

v. Methods of record keeping
4. Participative Arrangements

Task: Participate in a role-play where one or more unresolved issues regarding health and safety are discussed and resolved through workplace consultative arrangements. This activity will take place within class time.

Details: You will be given a case study where an incident has occurred in your workplace. Your group will meet with the intention of identifying all of the causal factors, and preventing a recurrence. You will be given (or be able to choose) a particular role/position in your organisation, and asked to present one clear idea/concept/finding that can contribute to preventing a recurrence. Assume that the investigation has already occurred and a report has been written and is being presented at this meeting. Collectively, your group will need to address the following:

a) Identification of whom the safety representative/s, safety officer, safety committee persons, management, supervisory and other personnel are in the group. Persons in allocated roles should refer to relevant provisions of the Queensland Workplace Health and Safety Act, 1995 to determine the scope of their involvement in the process.

b) A declaration of how the problem will be resolved (incident analysis method, structure of the meeting, chairperson, collection of information, roles of persons in the meeting). 

c) Presentation of the information and consequent accumulation, analysis and evaluation of information as to the causal factors. 

d) Determination of the recommended actions, and how these will be implemented.

e) Determination of how the recommendations and outcomes will be communicated to the workforce.

Each participant will be required to provide a short report after the conclusion of the activity. The following headings may be used:

· Introduction

· Membership of the consultative group

· Method of collection of information

· Findings

· Recommendations

· Actions arising from the recommendations.
5. Occupational Health and Safety Audit

Task: Conduct an audit on a small segment of a safety management system, respond to changes and document them.

Details: You are required to measure and evaluate, through an audit, the effectiveness of a small component of a Safety Management System. Examples could include first aid training, incident investigation procedure adherence or implementation of ‘working at heights’ standard. These are examples of a ‘systems’ audit. Alternatively, you may choose components of a statute (compliance audit). Ensure that this criteria is in place before you start. 

You may use the company’s Quality System framework or (if one does not exist) the templates supplied in your course notes (Study Guide for Auditing). You should measure the level of compliance, the effectiveness of current practices and how well they have been implemented. The data collected should be presented as an appendix to your report (see below).

You will need to present a short report arising from your audit findings. A report could take the following format.

· Executive Summary    







· Introduction  








· Findings

· Discussion 







    

· Recommendations


6. Examination

An examination will be conducted to determine your understanding and application of the course content to the management (establishing, maintaining and evaluating) Occupational Health and Safety in an organisation. The examination will be conducted under open book conditions. A time limit of 90 minutes will be set. The following content will be addressed in the examination.

· Workplace Health and Safety legislation

· Safety Management Systems (Australian Standards)

· Principles of Risk Management

· Implementing OH&S management systems

· Incident Investigation

· Determining workforce characteristics


    Date of examination to be advised  - 

Due dates
All assignments are required to be submitted to the teacher by:


November 12, 2004.


Extensions will only be granted based on written application outlining the reasons and is at the discretion the Course Coordinator.  Students are asked to demonstrate effective ‘Time Management’ practices during their studies.

Criterion
Your project will be marked against the elements and the performance criterion of this competency.  Feedback will be provided and recorded on your ‘Record of Competency’ and be kept as evidence (proof) of your competence.

Non-discriminatory language


Students are expected to use non-discriminatory language in all assessments.  Students should ensure that written work, oral language and visual representations do not devalue, demean, or exclude individuals or groups on the basis of attributes such as gender, age, disability, culture, race, religion, or sexual reference.

Plagiarism & copied papers


Unethical and dishonest practices (e.g., plagiarism (claiming or not claiming work to be yours when it is not), copied assignments, exam cheating) will not be tolerated.  Assessment condemned on these grounds will receive a mark of zero (not yet competent) without an opportunity to resubmit their work.  Students are advised to read carefully the relevant sections of the CQIT Student Handbook.

Results
There are two results recorded for this unit:

· J
Competent OR
· M
Not yet competent.


AND


Performance Level Assessment (PLA)

· PJ
Competent level of performance OR
· PC
Credit level of performance OR
· PD
Distinction level of performance.


NB: You cannot receive a PLA result if you have received an M (Not yet competent) and these results cannot be applied to RPL/RCC.

PLA is a supplementary reporting system that evaluates your behaviour and accomplishments during your period of learning.  It does not grade the competency level.  The criteria for PLA are separate to, and independent of, the criteria relevant to the ‘elements’ in the unit of competency.

The five PLA criteria may or may not include the following:

· Behaviour – reliability and responsibility;

· Creativity – originality, creativity and innovation;

· Application – initiative and autonomy;

· Implementation – resource planning and use; and

· Theory – depth and breadth of knowledge and skills acquired


The intent of PLA is to report on your effort, attributes and attitudes displayed by your learning process, as observed by your teacher/tutor.  ‘During your learning process’ can obviously include phases devoted to formative and summative assessment, and care must taken to ensure that the PLA criteria are always adhered to and do not become confused, or entangled, with performance criterion which belong to the elements of the unit.  


In simple terms: PLA is’ how did I function en route to and during my attempts toward my achievement of the unit of competency.  


During your assessment, you will not be issued with a result of PJ, PC, or PD; however, you will receive feedback to indicate your level of performance so far.  For example: “…if you pay particular attention to improving this particular aspect of your work, then potentially you could achieve a PC or PD…”.  At the end of your assessment, you will receive a PLA result, which takes into account of your performance throughout all your assessments – ‘holistically’.

COMPETENCY STANDARD
This competency has been reproduced here for your reference. You should refer to it both at the commencement of study and prior to completion of your assessment. You may find it useful to compare its contents with those found in the ‘Table of Contents’ presented earlier in this Study Guide, to cross-reference the logical development of the competency.

Additional to the competency, you will find a matrix presenting the specific performance criteria against the assessment instruments. This may assist you in monitoring your application of the assessment instruments to the competency. 

	Elements / Performance CRITERIA
	Assessment as per assessment plan

	
	Assignment 1
	Assignment 2
	assignment 3
	assignment 4
	Assignment 5
	Examination

	1. Establish and maintain an Occupational Health & Safety system  
	
	
	
	
	
	

	1.1 Occupational health and safety polices are developed which clearly express he organisation’s commitment to implement relevant Occupational Health and Safety legislation in the enterprise 
	(
	
	
	
	
	

	1.2 Occupational Health and Safety responsibilities for all workplace personnel are defined to allow implementation of Occupational Health and Safety policies, procedures and program 
	(
	
	
	
	
	

	1.3 Financial and human resources for the effective operation and its occupational Health and Safety system are identified and provided 
	
	
	
	
	
	(

	1.4 Information on the Occupational Health & Safety system and its operational procedures is provided and explained to employees
	(
	
	
	
	
	

	2 .Establish and maintain participative arrangements for the management of Occupational Health and Safety 
	
	
	
	
	
	

	2.1 Participative arrangements are establishes and maintained with employees and their representatives in accordance with relevant Occupational Health & Safety legislation 
	
	
	
	(
	
	(

	2.2 Issues raised through participative arrangements and consultation a are dealt with and resolved promptly and effectively in accordance with procedures for issue resolution 
	
	
	
	(
	
	

	2.3 Information about the outcomes of participation and consultation is provided in a manner accessible to employees promptly 
	
	
	
	(
	
	

	3. Establish and maintain procedures for identifying hazards, and assessing and controlling risks 
	
	
	
	
	
	

	3.1 Procedures for ongoing hazard identification and assessment & control of associated risks are developed  
	
	(
	
	
	
	(

	3.2 Hazard identification is addressed at the planning, design and evaluation stages of any change in the workplace to ensure that new hazards are not created
	
	(
	
	
	
	(

	3.3 Procedures for selection and implementation of risk control measures in accordance with the hierarchy of control are developed and, maintained
	
	(
	
	
	
	(

	3.4 Inadequacies in existing risk control measures are identified in accordance with hierarchy of control and resources enabling implementation of new measures are provided promptly 
	
	(
	
	
	
	(

	4. Establish and maintain a quality Occupational Health & Safety management system 
	
	
	
	
	
	

	4.1 An Occupational Health & Safety induction and training program is developed and provided for all employees as part of the organisation’s training program
	
	
	(
	
	
	

	4.2 A system for Occupational Health & Safety record keeping is established and maintain to allow identification of patterns of occupational injury and disease in the organisation 
	
	(
	
	
	
	

	4.3 Measurement and evaluation of the Occupational Health & Safety system is undertaken in line with the organisation’s Quality System’ framework 
	
	
	
	
	(
	

	4.4 Improvement to the Occupational Health & Safety system are developed and implemented to achieve organisational Occupational Health and Safety objectives
	
	
	
	
	(
	

	4.5 Compliance with the Occupational Health and Safety legislative framework is assessed to ensure that legal Occupational Health and Safety standards are maintained as a minimum
	
	
	
	
	(
	

	Underpinning Knowledge 
	
	
	
	
	
	

	· Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti-discrimination 
	
	
	
	
	
	(


	· Understanding the principles and practices of effective Occupational Health and Safety management 
	
	
	
	
	
	(

	· Understanding of the application of the hierarchy of control( the preferred, that is elimination, engineering controls, administrative controls, personal protective equipment)
	
	
	
	
	
	(


	· Knowledge of the relevant OHS legislative frameworks 
	
	
	
	
	
	(

	· Understanding the principles and techniques associated with modelling safe work practices, hazard identification and risk management  
	
	
	
	
	
	(

	· Knowledge of how to develop and promote a safety culture
	
	
	
	
	
	(

	· Understanding how to provide and arrange support so individuals/groups are competent to fulfil workplace requirements 
	
	
	(
	
	
	(

	· Understanding the actual and potential workplace and environmental impact of no-conformance
	
	
	
	
	
	(

	· Knowledge of facilitating incident investigation and process improvement 
	
	
	
	
	
	(

	·  Knowledge of non-conformance reporting requirements
	
	(
	
	
	(
	(

	· Prepare and negotiate reports and recommendations to improve safety 
	
	
	
	(
	(
	

	· Knowledge of literacy levels and communication skills of work group members and consequent suitable communication techniques 
	
	
	(
	(
	
	

	Underpinning Skills

	· Ability to analyse the working environment in order to identify hazards, assess risks and control risks
	
	(
	
	
	(
	

	· Ability to analyse relevant workplace data in order to identify hazards, assess and control risks 
	
	(
	
	
	
	

	· Ability to analyse relevant workplace data in order to evaluate effectiveness of the OHS management system
	
	
	
	
	(
	

	· Functional literacy skills to access and use workplace information 
	(
	(
	(
	(
	(
	

	· Communication skills including researching and analysing information, reporting social, cultural and ethnic backgrounds
	(
	(
	(
	(
	(
	

	· Problem-solving skills to deal with complex and non-routine difficulties 
	(
	(
	(
	(
	(
	

	· Team work skills to work effectively teams/groups 
	
	
	
	(
	
	

	· Consultation skills to effectively consult with colleagues 
	
	
	
	(
	(
	

	· Select and use technology skills at the appropriate level 
	(
	(
	(
	
	(
	

	· Coaching and mentoring skills to provide support to colleagues 
	
	
	(
	
	(
	

	· Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities 
	
	
	
	(
	
	

	Critical Aspects

	· Detailed knowledge and application of all relevant OHS legislative framework  
	(
	(
	(
	(
	(
	(

	· Principles and practice of effective OHS management in a small, medium or large business 
	(
	(
	(
	(
	(
	

	· Establish and maintenance or arrangements for managing OHS within the organisations’ business systems and practices
	(
	
	
	
	(
	

	· Identification of intervention points for expert OHS advice 
	
	
	
	
	
	(

	· Detailed knowledge of workforce characteristics and how they impact on the design and maintenance of OHS in the organisation 
	
	
	(
	
	
	(














BSBMGT505A





Teacher: Hugh Doran


Logan TAFE


8/07/04


Version 5








