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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.

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.
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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.

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.
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 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

o 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

o 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

o When evidence is gathered the assessor must be satisfied that evidence
is the learner’s own work.

 Current

o This relates to the recency of the evidence and whether the evidence
relates to current abilities.

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
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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.
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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.



Assessment Workbook 1 Version No. 1.1 Produced 12 January 2016
Page 10 © Compliant Learning Resources

THE UNIT OF COMPETENCY

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
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Written Questions : Quiz 1 √ √ √ √

Written Questions : Quiz 2 √ √ √

Case Study √

Practical Assessment 1 √ √ √ √

Practical Assessment 2 √ √

Practical Assessment 3 √ √ √
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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

2. Review existing WHS consultation and participation processes

3. Develop WHS consultation and WHS participation processes

4. Implement WHS consultation and participation arrangements

5. 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
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3. Prepare final text

4. Produce document

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.
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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

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

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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ASSESSMENT WORKBOOK COVER SHEET

WORKBOOK: WORKBOOK 1

TITLE: Subject 1: Safety Management Systems

FIRST AND SURNAME:

PHONE:

EMAIL:

Please read the Candidate Declaration below and if you agree
to the terms of the declaration sign and date in the space

provided.
By submitting this work, I declare that:

 I have been advised of the assessment requirements, have been made
aware of my rights and responsibilities as an assessment candidate,
and choose to be assessed at this time.

 I am aware that there is a limit to the number of submissions that I
can make for each assessment and I am submitting all documents
required to complete this Assessment Workbook.

 I have organised and named the files I am submitting according to the
instructions provided and I am aware that my assessor will not assess
work that cannot be clearly identified and may request the work be
resubmitted according to the correct process.

 This work is my own and contains no material written by another
person except where due reference is made. I am aware that a false
declaration may lead to the withdrawal of a qualification or statement
of attainment.

 I am aware that there is a policy of checking the validity of
qualifications that I submit as evidence as well as the
qualifications/evidence of parties who verify my performance or
observable skills. I give my consent to contact these parties for
verification purposes.

Name : Signature: Date:
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CONTEXTUAL INFORMATION

1. Please indicate your state/territory.

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



Assessment Workbook 1 Version No. 1.1 Produced 12 January 2016
Page 30 © Compliant Learning Resources

WRITTEN QUESTIONS: QUIZ 2

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
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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)

33. According to the Model WHS Act, what training are health and safety
representatives entitled to?
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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.
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Project 1 — Recommend a WHSMS

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.
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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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Project 2 — Advising Stakeholders on WHS Plan Development and
Implementation

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.
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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.
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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?
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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
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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
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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)
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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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FEEDBACK

Well done for completing the delivery of this workbook. We hope that
your training and assessment experience using our resources has been a
seamless and fruitful journey. At Compliant Learning Resources we
continually strive to improve our training and assessment resources and
heighten the training and assessment 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 learning
resources.

End of Document

CLICK HERE


