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Trainer/assessor guide
BSBWHS401

Implement and monitor WHS policies,
procedures and programs to meet
legislative requirements

Welcome to this unit of study

This unit describes the skills and knowledge required to
implement and monitor an organisation’s work health and
safety (WHS) policies, procedures and programs in the
relevant work area in order to meet legislative
requirements.

It applies to individuals with supervisory responsibilities for
implementing and monitoring the organisation's WHS
policies, procedures and programs in a work area. These
individuals have a broad knowledge of WHS policies and
contribute well developed skills in creating solutions to
unpredictable problems through analysis and evaluation of
information from a variety of sources. They provide
supervision and guidance to others and have limited
responsibility for the output of others.

NOTE: The terms 'occupational health and safety' (OHS)
and 'work health and safety' (WHS) are equivalent and
generally either can be used in the workplace. In
jurisdictions where the Model WHS Legislation has not
been implemented RTOs are advised to contextualise the
unit of competency by referring to the existing
State/Territory OHS legislative requirements.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

»» astand alone unit

»» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Provide information to the work team about WHS policies and procedures ..........cccvevevivenenenienenennes 5
Health and Safety 1@GISIAtiON ....c.cv ittt sttt b b sb s b beneenes 5
Workplace health and safety iNfOrmMation .........ccoiviieiriiiccee ettt be st saens 13
EXPlaining NAzards @Nd ISKS ......coiveieirinieieisisestet ettt sttt sttt beste st e se st e stesaesesbestesseneesessessansenens 18
Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 21
Topic 2: Implement and monitor participation arrangements for managing WHS ..........c.ccoevnevvnecniinneens 23
CONSUILALION MECNGNISIMS ...eiiiieeer ettt b et s e bbbt sesb b s eseenes 23
CONSUILATION PrOCEAUIES ....eouiiviriiieieeeseriet ettt ettt et et e be st e b e st ebe st e sbesseseebesbensentesesbesensesessessensenseses 25
Issues raised throUgh CONSUITATION ......cociviiiiiiriiete ettt sttt ettt b e st et e esesbestensenees 28
Record and cOMMUNICALE OULCOMES .....couiiviiuiniiiiiireiniectctr ettt ettt b et 31
Check YOUT UNAEISTANGAING ....oceiiiiiriieiieiiereetese ettt ettt sttt s bt et e b e sbe e st e besbesbeessenbesbesasensenbesaaensenses 33
Topic 3: Implement and monitor organisational procedures for providing WHS training ..........ccccceeevvenecvreniens 35
TTAINMINE NEEAS ...ttt ettt sttt et s be st e st et e b e s be st et s bt s b e s e et e st ebesbe b e st ebesbe b e st ebesbesbeneenesbenbeneenene 35
Arrangements t0 MEEt traiNiNG NEEUS.......ccviireririeteererteste sttt sttt ettt ebesb et et ebesbesaensesesbeseesenees 38
Workplace 1€arning OPPOITUNILIES ....c.vevviririeierirtetere ettt ettt et st s et e sbesbe st ebesae e e ebenbesbesneensenee 40
THAINING COSES ittt ettt ettt st et st s bt e at e e st e e bt e st e b e s b e s aeea b e s e ebeeateabesb e e bt enbe b e sbeeatenbenbeebeentenbesaeeneentenee 43
Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 47
Topic 4: Implement and monitor organisational procedures and legal requirements for identifying hazards
and assessiNg anNd CONLIOIING FISKS ..c..ivuiiiiriirirteierere ettt st ettt s st et sb e sbe s st e besbe s bt et enbesbesnsensenes 49
[dentify and rePOIt NAZANAS......cccvirieieiririeere ettt be st st e s ese st e steaesesbestebeneesestessensenens 49
HAZAI FEPOITS .ttt ettt sttt b e sttt b e st et e e b s b e st et e st e b e st et entebe st e be st enesbesbenbeneebesbessensenens 53
CONEIOI TISKS ettt ettt s b et bbbt sn et n bt sb s 59
REPOIT INAAEGUACIES. ...cueiiiiieiieteie sttt sttt ettt sttt et st sat et e besae st et e besbeessenbesbessbensebesaeensensessessnensens 63
Check YOUI UNAErSTANGING ....covvirieieiriirieietsestee ettt st st et et st st s et e s st e st e s e s e ebe st ensessesesbasensesessessensensoses 65
Topic 5: Implement and monitor organisational procedures for maintaining WHS records for the team ....... 67
Maintain health and SAfety rECOTAS......coi ittt ettt sttt et sbe b eeneas 67
USE LA ettt sttt sttt h e st h e e et b e R R bRt R e e Rt e bt e e R e e e bt b e ne et e st r e s e e e enneren 70
Check YOUr UNAErSTANGING ....covvivieieiriirieietststee ettt sttt et sttt s et e s st e st e b e s e ebe st ensessesesbesensesessensensenseses 75
RETEIEINMCES. .. ettt ettt b e bbbt R bR b e Rt r et n et r e 77
ASSESSMENT WOIKDOOK ...ttt sae e s bbb b s b esnssnssassnssnsssnnenis 79
UNIE INFOIMIGTION .ttt ettt b ettt stk b e bbbt b b e e et e st st e b et b et b ebe b ebenesbeneeas 81
What is competency-Dased aSSESSIMENTY .....iciiiiiriieieerereee ettt st e s b st et e e sesbesbe e esesbesbensenens 82
How will My cOmMpPetenCy D @SSESSEA?.....cciiiiieireree ettt sttt b e sttt st be bt 83
ASSESSMENT AGIEEIMENT ..c.viiiiiiiiiiiii ittt bbbt b e s bt e b e b s e s b e sbbesabesbsesbbesabesanesanesnnnens 84
FOUNAtioN SKillS CRECKIIST.....eiiiieieeeeseee ettt e ettt s a e 85

Contents

BSBWHS401: Implement and monitor WHS policies, procedures and programs to meet legislative requirements
(Trainer/assessor guide) © smallprint V5 Mar 2020



SKillS FECOGNTTION.....ccieeiiiieieeerteeee ettt et st s et st e e see st e e e e st e e e s at s e e s at et e s st e ssasssssssessssssnsesssesensesssesestens 86

Topic 1: Provide information to the work team about WHS policies and procedures .......c.cocecevevenereeeneneenenn 87
Topic 2: Implement and monitor participation arrangements for managing WHS ........ccocovevrvninenenncneneenn. 88
Topic 3: Implement and monitor organisational procedures for providing WHS training .........c..ccceeveeevveuinnnnee. 89

Topic 4: Implement and monitor organisational procedures and legal requirements for identifying hazards

and assessiNg and CONEIOIING FISKS ....o.iviiiieiririieieeresese ettt st s b b e e eseebesbeaeneenene 90
Topic 5: Implement and monitor organisational procedures for maintaining WHS records for the team ....... 91
KNOWIEAZE QUESTIONS .....eveeeereeteeeeeteetrteetrtesteeses st essesteeseessesstessessesssesssessesssesstessesstessesssessesssessesnsesssessesssessasseessassaess 92
Topic 1: Provide information to the work team about WHS policies and procedures .......c..oceceverenenenenienienenn. 93
Topic 2: Implement and monitor participation arrangements for managing WHS .........c..ccccvevniinnccniininnen. 98
Topic 3: Implement and monitor organisational procedures for providing WHS training .........c.ceceeeevvveneenene. 102

Topic 4: Implement and monitor organisational procedures and legal requirements for identifying hazards

and assessing and CONTIOHING FISKS ...o.vviiiiiiiririeee ettt ettt et b sttt b s esesbenen 107
Topic 5: Implement and monitor organisational procedures for maintaining WHS records for the team ..... 112
T oL g g =T Lol I = 1] RN 115
Third party evidence cOlleCtion @8rEEMENT ......c.ciuivieiriieier ettt be st se e ene e 116
Topic 1: Provide information to the work team about WHS policies and procedures .........ccccvvevveveeceneneneenenn 117
Topic 2: Implement and monitor participation arrangements for managing WHS ........ccccocvvninenninenenieenn, 118
Topic 3: Implement and monitor organisational procedures for providing WHS training .........cocccecevveveneenene. 119

Topic 4: Implement and monitor organisational procedures and legal requirements for identifying hazards

and assessing and CONLIOIING FISKS ..c.viiiiiiieeeee ettt et sb et se e b s b eaes 120
Topic 5: Implement and monitor organisational procedures for maintaining WHS records for the team ..... 121
COMPIELION FECONT ... ettt ettt et st e s st e s e st s e e e s st s see s ae s seessae s ssessnssessessessnstessessestasseessntesssessnses 122
L LTy 4 =T o] T o ¥ =SSOSR PRSP 123
Trainer/ assesSOr USEr INSTIUCLIONS .....c..coviiiiiiiiiiiiiiit et ssbe s sbe st ssaesabesaesbssbesanes 127

BSBWHS401: Implement and monitor WHS policies, procedures and programs to meet legislative requirements
(Trainer/assessor guide) © smallprint V5 Mar 2020



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:

»»  Provide information to the work team about WHS policies and procedures

» Implement and monitor participation arrangements for managing WHS

»»  Implement and monitor organisational procedures for providing WHS training

»»  Implement and monitor organisational procedures and legal requirements for identifying hazards and assessing and
controlling risks

»»  Implement and monitor organisational procedures for maintaining WHS records for the team

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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