
 

  
 

 

BSB41415 

Certificate IV in Work Health 
and Safety 

 

Safety Culture and 
Compliance 

 

V1.0 Produced 25 November 2015 

 

Copyright © 2016 Compliant Learning Resources. All rights reserved. No part of this publication may be 
reproduced or distributed in any form or by any means, or stored in a database or retrieval system other than 

pursuant to the terms of the Copyright Act 1968 (Commonwealth), without the prior written permission of  
Compliant Learning Resources. 

L
e

a
r

n
e

r
 G

u
id

e
 1

 
L

e
a

r
n

e
r

 G
u

id
e

 2
 

L
e

a
r

n
e

r
 G

u
id

e
 1

 

SA
M

PL
E



 

Learner Guide 1 Version No. 1.0 Produced 25 November 2015 
© Compliant Learning Resources Page 3 

TABLE OF CONTENTS 

This is an interactive table of contents if you are viewing this document in Acrobat clicking 
on a heading will transfer you to that page. If you have this document open in Word you 

will need to hold down the Control key while clicking for this to work. 

 

LEARNER GUIDE CLUSTER ........................................................... 4 

1. SAFETY CULTURE AND COMPLIANCE .......................................... 12 

1.1. The Basics ........................................................................................................... 12 
1.2. Your responsibilities .......................................................................................... 16 
1.3. Gathering information ....................................................................................... 18 
1.4. Research, Reading and Note Taking .................................................................. 18 
1.5. Internal and external sources of WHS information .......................................... 19 

2. THE LEGAL FRAMEWORK OF SAFETY IN THE WORKPLACE ............. 20 

2.1. Introduction ....................................................................................................... 20 
2.2. Navigating the Legislation ................................................................................. 20 
2.3. Understanding the legal framework.................................................................. 21 
2.4. Regulations ........................................................................................................ 22 
2.5. Codes of Practice ................................................................................................ 23 
2.6. Standards ........................................................................................................... 23 
2.7. Common Law Duties ......................................................................................... 25 
2.8. Torts ................................................................................................................... 26 
2.9. Complying with legal requirements .................................................................. 26 
2.10. Your responsibilities ........................................................................................ 28 
2.11. Additional legislation ....................................................................................... 29 
2.12. Providing advice on compliance ...................................................................... 30 
2.13. Record keeping ................................................................................................. 32 
2.14. Roles and Responsibilities ............................................................................... 35 
2.15. Functions and Powers of Regulators ............................................................... 39 
2.16. Functions and Powers of Inspectors ................................................................40 
2.17. Key Aspects for Compliance ............................................................................. 41 

3. SAFETY MANAGEMENT SYSTEMS ............................................. 43 

3.1. Introduction to Safety Management Systems ................................................... 43 
3.2. PDCA cycle ......................................................................................................... 43 
3.3. Business considerations .................................................................................... 44 
3.4. Safety Management Systems ............................................................................. 45 
3.5. Effective WHSMS .............................................................................................. 46 
3.6. Planning and Implementing WHS Standard .................................................... 47 
3.7. Issues of a WHSMS ............................................................................................ 48 
3.8 Monitoring a WHSMS ........................................................................................ 48 

CONCLUSION ........................................................................... 49 

What have we learned? ............................................................................................. 49 
What next? ................................................................................................................ 50 

FEEDBACK ................................................................................ 51 

  SA
M

PL
E



 

Learner Guide 1 Version No. 1.0 Produced 25 November 2015 

Page 4 © Compliant Learning Resources 

LEARNER GUIDE CLUSTER 

Description 

The following units of competency are covered in this Learner Guide: 

BSBWHS402 - Assist with compliance with WHS laws 

This unit describes the skills and knowledge required to assist with providing 

advice about the legislative duties, rights and obligations of individuals and 

parties prescribed in work health and safety (WHS) legislation. It includes 

identification of WHS legislation, duties, rights and obligations and the 

necessary actions to ensure compliance in the workplace. 

 

BSBWHS403 - Contribute to implementing and maintaining WHS 

consultation and participation processes 

This unit describes the skills and knowledge required to contribute to setting up, 

running and improving work health and safety (WHS) consultation and 

participation processes that are prescribed in legislation. It also covers 

contributing to communicating relevant information identifying and 

delivering related training and improving the consultation and participation 

processes. 

 

BSBWHS404 - Contribute to WHS hazard identification, risk assessment 

and risk control 

This unit describes the skills and knowledge required to contribute to the 

processes of identifying work health and safety (WHS) hazards, assessing 

WHS risks, and developing, implementing and evaluating risk controls 

according to legislative and organisational requirements. 

 

BSBWHS405 - Contribute to implementing and maintaining WHS 

management systems 

This unit describes the skills and knowledge required to contribute to the 

implementation and maintenance of a Work Health and Safety management 

system (WHSMS) as it applies to own work area and job role. 

 

BSBWHS406 - Assist with responding to incidents 

This unit describes the skills and knowledge required to assist with actions and 

activities performed in response to work health and safety (WHS) incidents 

which includes accidents. 
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1. SAFETY CULTURE AND COMPLIANCE 

1.1. The Basics 

Congratulations! By undertaking this course you have taken the first steps in 

becoming an effective safety advisor in a workplace! 

But what does this really mean? 

Essentially, it means that you will embark 

on becoming a safety advocate and a key 

player in influencing organisational change 

to improve the safety status of the 

organisation. As a safety advisor you must 

be accurate and clear in the advice you 

provide. Big job, big responsibility. It’s not 

impossible though and can be extremely 

rewarding! So how do you achieve successful outcomes in this role? 

Starting with the basics, there are a few key words that you need to understand as 

they relate to safety. These are:  

 Hazard - anything that has the potential to cause harm or injury to people or 

equipment. 

 Risk – In relation to any potential injury or harm, the likelihood and 

consequence of that injury or harm occurring. (AS/NZS 4804:2001, 

Occupational Health and Safety Management Systems Standard, s. 3.18). 

 Control of risks – The process of eliminating or minimising risks. (AS/NZS 

4804:2001, Occupational Health and Safety Management Systems Standard, 

section 3.4). This may be an object, work process or system of work. 

 Safety – A state in which the risk of harm (to persons) or damage is limited to 

an acceptable level (AS/NZS 4804:2001, Occupational Health and Safety 

Management Systems Standard, s.3.19). 

To undertake the role of safety advisor effectively and interact to achieve compliance 

and safe outcomes for everyone, there are two key concepts you will need to 

understand. 

Culture 

The first of these concepts is the culture of the 

organisation. The culture of the workplace will 

predetermine how the organisation views 

safety. Whether they pay lip service to it or are 

proactive in improving safety standards 

continuously. Culture cannot be changed 

overnight as this is driven from the top down within an organisation. However your SA
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actions over time acting as a role model, combined with the implementation of 

initiatives that improve safety slowly will allow others around you to model best 

practice. Without knowing it, you are slowly impacting upon the culture of the 

workplace for the better. 

The style of management within the organisation can be a driving factor in the 

culture of the organisation. If the organisation is hierarchical in nature there may be 

a tendency for political agendas to conflict with an open flow of information which 

can impede the application of a systematic approach to safety.   

Strategy 

Once you understand the culture of the organisation, you can start to appreciate how 

safety is viewed within the organisation and understand what level of management 

may require the greatest influence to affect change. It is then that you can start to 

develop strategies to implement safety improvements. You will need to understand 

who has the authority to approve the changes and you must present your case to 

them. Your job involves presenting the strategy to solve the problem, not just present 

the problem itself. Therefore, strategy development becomes a key component of 

your role as a safety advisor.  

Throughout your course we will explore these concepts in more detail and work 

towards how you can best approach the role of an effective safety advisor and become 

a ‘change manager’ in the field of safety. Figure 1 provides an example of the culture 

ladder which shows the best way to effect these changes is to involve all staff in the 

process so that they have a vested interest in contributing to a strong safety culture.  

 

Figure 1 – The culture ladder (adapted from Hudson, 2003) 

  

Vulnerable

What more 
could be 
done - it was 
an accident!

Reactive

Safety is 
important, we 
respond well to  
accidents

Compliance 
driven

Our risk 
management 
systems are 
compliant

Proactive

We continuously 
improve hazard 
control and we 
seek to be safe by 
design

Resilient

We understand 
risk and we are 
chronically 
uneasy

Increasingly informed and consulted 

Increasing trust and accountability 
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Learning Activity 1: 

Consider your organisation or one that you are familiar with and answer the following 
questions: 

a) Where would the management team rate themselves on the culture ladder? 

 

      

 

b) Where would you rate the organisation sitting on the culture ladder? 
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Key features of an effective safety advisor  

Figures 2 and 3 provide an overview of elements that will contribute to you becoming 

an effective safety advisor.  

 

 

Figure 2 – Inputs to being an effective safety advisor 

 

 

Figure 3 – Outputs to being an effective safety advisor 
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1.3. Gathering information 

A key part of your role as a safety advisor will be gathering information in order to 

analyse it, draw conclusions and make recommendations. You won’t be able to 

implement positive changes to safety without having all the facts first! 

 

 
 

Importantly prior to making recommendations on health and safety matters in the 

workplace you must understand your obligations and duties as an officer under the 

WHS legislation in Part 2 of the WHS Act 2011, including areas of consultation with 

all stakeholders and your due diligence. Also important is when consultation is 

required as stipulated in Part 5, of the WHS Act 2011. 

1.4. Research, Reading and Note Taking 

If you are using the additional references and resources suggested in the learning 

guide to take your knowledge a step further, there are a few simple things to keep in 

mind to make this kind of research easier. 

Always make a note of the author's name, the title of the book or article, the edition, 

when it was published, where it was published, and the name of the publisher. This 

includes online articles. If you are taking notes about specific ideas or information, 

you will need to put the page number as well. This is called the reference 

information. You will need this for some assessment tasks, and it will help you to find 

the book again if you need to. 

Keep your notes short and to the point.  Relate your notes to the material in your 

learning guide. Put things into your own words. This will give you a better 

understanding of the material. 

Start off with a question you want answered when you are exploring additional 

resource materials. This will structure your reading and save you time. 

Additional tips on how to consult, research and gather information are described 

throughout the learner guides. SA
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2.10. Your responsibilities 

Your responsibilities as a safety advisor were outlined in the introduction 

of this Learner Guide. In addition to these, the legislation relevant to 

your jurisdiction and your industry will be very specific in what your 

organisation’s responsibilities are and therefore, you will need to 

have a good understanding of those to ensure compliance and 

provide accurate safety advice. As a safety advisor, you have a 

professional obligation to ensure that the safety advice you provide is 

accurate. 

Some of the terminology you will need to understand in relation to 

legislation is: 

 Due diligence – The duty imposed on officers of an organisation to meet 

their requirements under legislation. 

 Duty of care - Duty of care exists where one person is obligated to take 

proper care to avoid causing injury to another. For duty of care to exist the 

persons involved must be in a ‘special relationship (such as: one road user 

to another, employer to employee, manufacture to consumer, doctor to 

patient or solicitor to client) or there has been a precedent set by previous 

legal cases. 

 Negligence - The failure to do a thing that a reasonable person would do 

or doing something that a reasonable or prudent person would not do. 

 Professional liability - When a professional provides advice that is 

negligent or that they fail to perform their duties under the law. 

 PCBU – For some jurisdictions, the legislation refers to a PCBU which 

stands for “person conducting a business or undertaking”. PCBU’s have 

certain responsibilities under the legislation and those jurisdictions that 

don’t use this terminology will generally refer to employers or managers 

regarding similar responsibilities.    

 Officer –An officer within the meaning of section 9 of the Corporations 

Act 2001 (Cth) other than a partner in a partnership. Broadly, an officer is 

a person who makes, or participates in making, decisions that affect the 

whole, or a substantial part, of the organisation’s activities. Relating to 

health and safety it is important to understand that in Part 2 Section 27 of 

the Act "An officer of a person conducting a business or undertaking may 

be convicted or found guilty of an offence under this Act relating to a duty 

under this section whether or not the person conducting the business or 

undertaking has been convicted or found guilty of an offence under this 

Act relating to the duty or obligation." 

 Worker – Employees, contractors, subcontractors, outworkers, 

apprentices and trainees, work experience students, volunteers and PCBUs 

who are individuals if they perform work for the business. SA
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Where you are unsure of how to interpret the legislation or how it applies to your 

organisation, you may need to seek legal advice. You may seek this advice from WHS 

professional bodies, WHS specialists (consultants) or from the regulatory authorities. 

Other useful and relevant help can come from employer/industry groups, such as 

Master Builders and employee groups such as the CFMEU or other unions. If you do 

need to seek legal advice, ensure that you have the authority to do so especially if 

there is a cost involved. 

2.11. Additional legislation 

In addition to legislation relating to health and safety, you will also need to 

know how the key provisions of other legislation and other sources of 

information will impact on your role as a safety advisor. The following 

provides a broad application however if you require more details 

you will need to access the specific legislation relevant to your area 

of business: 

 Anti-discrimination legislation – Discrimination 

needs to be addressed by your health and safety 

procedures to ensure that discrimination is absent in the 

workplace. You will also need to ensure that any documentation you 

produce is worded in a non-discriminatory manner. 

 Ethical principles - Ethical principles play an important role in health 

and safety as staff should be reporting hazards and risks as they feel 

ethically obliged to rather than legally. As a safety advisor it is important to 

ensure all staff are aware of the implications of not reporting hazards and 

risks. 

 Privacy legislation – You need to ensure the security of staff member’s 

personal details in any health and safety reporting and that you don’t 

access any personal information that you do not have the authority to 

access. 

 Environmental legislation – You will need to consider hazards and 

risks to the environmental as well as implementing control measures that 

are considerate of environmental issues. 

 Risk management – Principles and guidelines (AS/NZS ISO 

31000:2009) – This standard outlines the risk management processes in 

relation to all aspects of the organisation, so includes financial risks, 

project risk, human resource risks, operational risks as well as risks related 

to health and safety. You should become familiar with this document and 

use it to guide your organisation’s risk management process for safety. 
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You should be aware of the Regulator for your jurisdiction: 

ACT WorkSafe ACT 
Website: www.worksafe.act.gov.au  

QLD Workplace Health and Safety Queensland,  
Website: www.worksafe.qld.gov.au  

NSW WorkCover NSW 
Website: www.workcover.nsw.gov.au  

TAS WorkSafe Tasmania 
Website: http://www.worksafe.tas.gov.au/home   

WA WorkSafe WA 
Website: www.worksafe.wa.gov.au  

NT NT WorkSafe 
Website: www.worksafe.nt.gov.au  

SA SafeWork SA 
Website: www.safework.sa.gov.au  

VIC WorkSafe Victoria 
Website: www.worksafe.vic.gov.au 

Commonwealth Comcare 

Website: www.comcare.gov.au  

 

The regulators have extensive powers to do all things necessary to perform 
their functions. These include: 

 delegation of power or function under the legislation to any person 

 enter a workplace any time without prior notice to any person  

 power to obtain information 

 appointment of any appropriate persons as inspectors 

 

2.16. Functions and Powers of Inspectors 

WHS Inspectors are now helpful resources to assist you in creating a safe work place.  

They have specialists in many industries, and can be contacted to assist in many 

areas of your safety.  

Inspectors may have the following functions and powers: 

 to provide information and advice about how to comply with the law 

 to help resolve work health and safety issues 

 to help resolve right of entry disputes 

 to issue notices to require compliance with the law 

 to investigate contraventions and assist to prosecute offences. SA
M
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An inspector in a workplace may require a person to provide information about and 

access to a document, as well as answers to questions. 

While inspectors will be able to compel answers, the 

answers to questions or information provided cannot 

be used as evidence against that person in civil or 

criminal proceedings other than proceedings arising 

out of the false or misleading nature of the answer, 

(WHS Act 2011, Part 9, sub-division 4, S172. 

Inspectors may also copy and retain documents and seize evidence. 

An inspector may enter a workplace, or a suspected workplace, at any time with or 

without the consent of the person with management or control. If it is not a 

workplace they must leave immediately. 

An inspector must show their identification on request. 

 

An inspector entering a workplace can: 

 inspect, examine and make inquiries  

 inspect, examine and seize anything, including documents 

 bring and use any equipment or materials they may need 

 take measurements, conduct tests, and make sketches or recordings  

 take and remove samples for analysis of any substance  

(dot points from the WHS Act 2011) 

 

2.17. Key Aspects for Compliance 

The WHS Legislation will refer to various areas of compliance for your workplace. 

These will alter depending on your business, your industry and your jurisdiction. 

Examples of particular requirements include: 

 Incident notification – informing the 

regulator of specific incidents and events that 

occur at your workplace. 

 Consultation, communication, cooperation 

and coordination of WHS information across 

the business 

 Engaging in risk management 

 Provisions for adequate training for safety 

 Emergency Response Planning 

Try looking for these and others in your own legislation. SA
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Comcare exhibits measures to assess and direct and enforce compliance. Assessing 

compliance may include regular WHS audits and checking record completion. These 

are conducted according to legislative and industry requirements. Audit refers to the 

review of the performance of safety management system elements against the 

performance standards.  

Serious investigations are conducted to determine causes of an incident, to assess 

compliance with relevant WHS legislation, to determine necessary action to prevent 

further occurrence of an incident and to determine appropriate actions to implement 

compliance with WHS laws. 

Measures included in directing compliance are compliance inspection, workplace 

relationship resolution, compliance audit and authorisation, accreditation and 

licensing decisions. 

For more information on assessing compliance, you may visit ComCare.  
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3. SAFETY MANAGEMENT SYSTEMS 

3.1. Introduction to Safety Management Systems 

For your workplace safety management system to be effective, you will need to take a 

systematic approach to safety. This means having a clear step by step process that is 

followed when planning, implementing or reviewing safety procedures within the 

workplace. There are two key concepts to remember when considering the safety 

management system in action, these being the safety culture and following the 

Denning cycle otherwise known as the Plan, Do, Check, Act (PDCA) cycle. 

3.2. PDCA cycle 

The PDCA cycle is a cycle that is commonly applied to management systems to 

ensure quality control of the system.  

Figure 2 - PDCA cycle 

 

The first phase is to plan the process which will involve clearly identifying the 

problem/requirements and planning what you will need to identify solutions.  

The ‘Do’ phase involves identifying solutions to the problem and implementing a trial 

of those solutions.  

The ‘Check’ phase involves analysing the results of the trial phase and determining if 

the results are favourable and address the problem.  

•Assess the 
results of the 
trial

•Implement new 
processes

•Implement the 
small scale trial

•Identify 
problem or 
requiremenmts

Plan Do

CheckAct
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CONCLUSION 

What have we learned? 

Congratulations, you’re reached the end of the learner guide! 

To summarise what you have learnt in this unit: 

1. Safety culture and compliance 

 The basics 

 Your responsibilities 

 Gathering information 

 Research, reading and note taking 

 Internal and external sources of WHS information 

 

2. The legal framework of safety  in the workplace 

 Introduction 

 Navigating the legislation 

 Understanding the legal framework 

 Regulations 

 Codes of Practice 

 Standards 

 Common law duties 

 Torts 

 Complying with legal requirements 

 Your responsibilities 

 Additional legislation 

 Providing advice on compliance 

 Record keeping 

 Roles and responsibilities 

 Functions and powers of regulators 

 Functions and powers of inspectors 

 Key aspects for compliance 

 

3. Safety management systems 

 Introduction to safety management systems 

 PDCA cycle 

 Business considerations 

 Safety management systems  

 Effective WHSMS 

 Planning and implementing WHS Standard SA
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 Issues of a WHSMS 

 Monitoring a WHSMS 

 

Please review any of the above areas that you are still not familiar with. 

 

What next? 

Now that you have completed the first learner guide, you are now ready to commence 

working through the Workbook associated with this unit. 

When you have completed workbook 1, you may progress to the next unit as 

designated in your welcome pack. 

Good luck with your assessment! 
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FEEDBACK 

 

Well done for finishing this learner guide. We hope that what you learn 

will open up new path ways of success in your life. At Compliant Learning 

Resources we continually strive to improve our workbooks 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 learning resources. 

 

 

 

 

 

 

 

 

 

End of Document 
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