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Introduction
This set of assessment tools is for the unit of competency SITXWHS005 Participate in safe work practices. 

The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary 
(VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
Section 1 - Unit of competency

This unit of competency is drawn from the Tourism, Travel and Hospitality Training Package (Release 2). The training package specifies the skills and knowledge required to perform effectively in the tourism workplace.

Individual units of competency are nationally agreed statements that describe work outcomes and can stand alone when applied in the workplace.

This section outlines the requirements of the unit of competency SITXWHS005 Participate in safe work practices and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course SITXWHS005 Participate in safe work practices to the unit of competency.

	 SITXWHS005 Participate in safe work practices
	Where covered in on-line course

	Performance Criteria
	

	Element 1: Work safely.

	1.1. 
Follow organisational health, safety and security procedures.
	Task 1

	1.2. 
Incorporate safe work practices into own workplace activities.
	Task 1

	1.3. 
Follow safety directions of supervisors, managers and workplace safety warning signs.
	Task 1

	1.4. 
Use personal protective equipment and clothing or designated uniform.
	Task 1

	1.5. 
Promptly report unsafe work practices, issues and breaches of health, safety and security procedures.
	Task 1

	1.6. 
Identify and remove hazards from immediate workplace area and report all workplace hazards as they arise.
	Task 1

	Element 2: Follow procedures for emergency situations.

	2.1. 
Recognise emergency and potential emergency situations.
	Task 1

	2.2. 
Follow organisational security and emergency procedures.
	Task 1

	2.3. 
Seek assistance from colleagues or authorities during emergency situations.
	Task 1

	2.4. 
Complete emergency incident reports accurately following organisational procedures.
	Task 1

	Element 3: Participate in organisational health, safety and security practices.

	3.1. 
Participate in health, safety and security management practices developed by the organisation to ensure a safe workplace.
	Task 1

	3.2. 
Actively participate in the health, safety and security consultation processes.
	Task 1

	3.3. 
Report health, safety and security issues and concerns as they arise.
	Task 1


1.2
Assessment requirements 

SITXWHS005 Participate in safe work practices covers the outcomes, skills and knowledge required to incorporate safe work practices into own workplace activities. It requires the ability to follow predetermined health, safety and security procedures and to participate in organisational work health and safety (WHS) management practices.

The unit applies to all tourism, travel, hospitality and event sectors and to any small, medium or large organisation.
The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements.
· Knowledge evidence: the scope and depth of knowledge required.
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required.
Performance evidence
The performance evidence for the unit SITXWHS005 Participate in safe work practices consists of at least one event where the candidate:
· use predetermined health, safety and security procedures and safe work practices in work functions on at least three occasions.
· respond in line with organisational security and emergency procedures during one emergency or potential emergency situation, seeking assistance where appropriate.
· participate in one of the following work health and safety (WHS) consultation activities:

· discussion with, or formal report to, health, safety and security representatives regarding a health, safety and security matter.
· discussion with supervisor or manager regarding a health, safety and security matter.
· staff meeting that involves health, safety and security discussion. 
Knowledge Evidence

Demonstrated knowledge required to complete the tasks outlined in elements and performance criteria of this unit SITXWHS005 Participate in safe work practices are:
· basic aspects of the relevant state or territory work health and safety (WHS) legislation:

· actions that must be adhered to by businesses.
· employer responsibilities.
· employee responsibilities to participate in WHS practices.
· employee responsibility to ensure safety of self, other workers and other people in the workplace within the scope of own work role.
· ramifications of failure to observe WHS legislation and organisational policies and procedures.
· workplace hazards and associated health, safety and security risks

· contents of health, safety and security procedures relating to:

· evacuation of staff and customers

· security management of cash, documents, equipment, keys or people

· format and use of template reports for hazards and incident and accident reporting

· safe work practices for individual job roles

· procedures for WHS management practices:

· hazard identification

· WHS induction training

· safe work practice training 

· suggesting inclusions for WHS policies and procedures.
Assessment conditions
Skills must be demonstrated in a safe environment where on the job coaching may occur.
Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
The assessment environment must include access to:

· current plain English regulatory documents distributed by the local WHS government regulator.
· codes of practice and standards issued by government regulators or industry groups.
· health, safety and security information and business management manuals issued by industry associations or commercial publishers.
· current commercial policies, procedures and template documents used for managing health, safety and security practices.
· colleagues with whom the individual can interact. This can be:

· colleagues in an industry workplace who are assisted by the individual during the assessment process; or

· individuals who participate in role plays or simulated activities, set up for the purpose of assessment, in a simulated industry environment operated within a training organisation.

Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

Assessors must satisfy the mandatory competency requirements for assessors.
1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.
	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage several different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:

	Skill
	Performance
Criteria
	Description

	Reading
	1.1, 1.2, 1.3, 2.2, 2.4, 3.1, 3.2
	· Interpret workplace safety signs, procedures and emergency evacuation plans.

	Writing
	1.5, 1.6, 2.4, 3.1, 3.2, 3.3
	· Complete basic template reports about hazards and emergency incidents according to organisational procedures.


Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills. 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
Knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.

Accident: An unplanned occurrence or incident that causes or contributes to personal injury or damage to property.

Administrative noise control: Includes the following measures used to reduce the noise to which an employee is exposed at work:

· work arrangements, other than the use of a personal hearing protector. 

· the rostering of work.
· job rotation.
· limiting the entry of persons to work areas.
· the adoption of quiet work practices. 

Alcohol & Drug Testing: Employers often seek the right to be able to randomly breathe test employees to reduce the incidence of drunkenness in the workplace as part of the occupational health and safety policy.

Asbestos: The fibrous form of the mineral silicates belonging to the serpentine and amphibole groups of rock.

Asbestos materials: Installed thermal or acoustic insulation materials comprising or containing asbestos.

Asbestos product: Anything that contains asbestos.

Asbestos removal work: Work to remove asbestos materials other than work to remove asbestos materials that is done entirely in a containment device.

Atmospheric monitoring: Determining the concentration of lead in the atmosphere. 

'Australian Standard' or 'AS': A standard of the Standards Association of Australia. 

Building: A structure and includes part of a building or structure.

Competent Person: For any task means a person who has acquired through training, qualification or experience, or a combination of them, the knowledge and skills to carry out that task.

Electrical Installation: Includes any electrical wiring or other equipment associated with the installation situated in or on a workplace. 

Employee: An individual who works under a contract of employment or apprenticeship.

Employer: A person who employs persons under contracts of employment or apprenticeship. The Queensland Act also includes persons who engage someone else to do work on a voluntary basis. For apprentices or trainees who are employed by a group training organisation, the employer is, when the apprentice or trainee is engaged to do work for a host employer, the host employer, or otherwise, the group training scheme.

Grievous Bodily Harm:  Defined in the various State's Criminal Codes. For example, sec 1 of the Queensland Criminal Code defines grievous bodily harm as:

· the loss of a distinct part or organ of the body; or 

· serious disfigurement; or 

· any bodily injury of such a nature, if left untreated, would endanger or be likely to endanger life, or cause or likely to cause permanent injury to health; whether treatment is or could have been available. 

Guard:  Means a device that prevents or reduces access to a danger point or area. 

Hazard: Anything (including work practices or procedures) that has the potential to harm the health or safety of a person.

Improvement Notice: May be issued by a workplace inspector, if an inspector reasonably believes that a person is contravening health and safety legislation or has already contravened these laws in circumstances that make it likely that the contravention will continue or be repeated. The improvement notice can require the person to remedy the contravention or likely contravention or the operations causing the contravention or likely contravention.

Inspectors: Are appointed to ensure compliance to the relevant OHS legislation. They must carry identification and have the power to issue investigation, improvement or prohibition notices. Inspectors have powers of entry, that is they may enter any premises they have reason to believe is a place of work. They are permitted to conduct searches, inspections, examinations and tests (and take photographs and make video and audio recordings), as well as take samples of any potentially contaminated substances for analysis. They can also require any person to answer questions or otherwise furnish information, as well as require the production of documents and take copies of or extracts from any such documents.

Manual Handling: An activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or otherwise move, hold or restrain a person, animal or thing.

Occupational Health and Safety: Generally replaced by the term Workplace Health and Safety- means the same thing. Every employer has an obligation to ensure the health and safety of all its employees, and to ensure that persons not in its employment are not exposed to risks to their health or safety.

Plant: It covers a diverse range of items from office equipment to industrial machinery. Examples of plant include tractors, lifts, amusement devices, forklifts, printing presses, hand tools, ladders and computers. Includes any machinery, equipment or appliance. 

Prohibition Notice: Will be issued if an inspector reasonably believes there is an immediate risk to workplace health and safety, in relation to a workplace, workplace activity, plant or substance. The inspector may direct the person in control of the workplace, workplace activity, plant or substance that caused, or is likely to cause, the circumstances to stop using, or allowing to be used, the workplace, plant or substance or to stop the activity.

Example:  A direction may be given requiring a person to stop selling, letting or hiring, lending or otherwise disposing of any plant or substance.

Risk Assessment: The process of evaluating the probability and consequences of injury or illness arising from exposure to an identified hazard or hazards. 

Work-Caused Illness: A disease that is contracted by an employer, self-employed person or worker (a 'person') while doing work and to which the work was a contributing factor; or the recurrence, aggravation, acceleration, exacerbation or deterioration in a person of an existing disease while doing work to which the work was a contributing factor to the recurrence, aggravation, acceleration, exacerbation or deterioration. 

Work Injury: An injury to an employer, self-employed person or worker (a 'person') while doing work that requires first aid or medical treatment; or the recurrence, aggravation, acceleration, exacerbation or deterioration of any existing injury in a person while doing work that requires first aid or medical treatment; and to which the work was a contributing factor to the recurrence, aggravation, acceleration, exacerbation or deterioration. 

Workers Compensation: General. Workers' compensation is a statutory, no-fault system of compensation for work-related injuries. It is compulsory for the employer to take out workers' compensation insurance. 

Workplace: Any place where work is, is to be, or is likely to be, performed by a worker, self-employed person or employer. A workplace can include, for example, a construction workplace, or a vessel used for teaching members of the public to scuba dive, or a vehicle supplied by an employer for use by a worker in the performance of work.

Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document SIT30122 Mapping Guide.     Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process.
Task 1 Overview

The assessment for SITXWHS005 is located within Task 1 – Participate in safe work practices.
In this task, you are investigating how you would, as an employee in the tourism industry, participate in safe and healthy work practices. 

Working as part of our team:

· Read incoming email from Margaret (Monitor).
· Read and print Your task (Paper tray near printer).
· Complete the Self-Assessment Survey that accompanied your email from Margaret. (Attachment to Margaret’s email) Consider your responses to this survey and what you may need to do to enhance your ability to build and sustain work relationships.

· Read and analyse the first two parts of your assigned Induction activities: Relationships Within Your Team and Effective Workplace Relationships. (Folders on desk then to Induction Information)

· Read and analyse the third part of your assigned Induction activities: Teams (Folders on desk then to Induction Information)

· Read and analyse the fourth part of your assigned Induction activities: Dealing with problems. (Folders on desk then to Induction Information)

· Research, using the Internet, different ways of managing and resolving conflict in the workplace.

General Manager’s Questionnaire:

· Complete the Manager’s Questionnaire. (Attachment on General Manager’s email)

Workplace Health and Safety:

· Complete the online Workplace Health and Safety course set up by the Bunjappy Regional Tourist Centre. Construct a portfolio of your work consisting of the completed activities throughout this course. (Monitor)

Establish a work area and identify and minimise WHS issues:

· Read and print Your task (Vertical paper tray near printer).
· Set up your work area to be as safe as possible and to align with WHS expectations. 

· Print or download the Workplace Safety Checklist (Folders).

· Conduct a health and safety audit of your work area (or area identified by your teacher). Complete the Workplace Safety Checklist (Folders).

· Take digital photographs of identified risks.

· Take appropriate action to eliminate or reduce risk. Record action and forma report using the photographs with resulting action.

	What to submit
	Problems encountered and strategies used to overcome these

	The completed Self-Assessment Survey
	

	Responses to Manager’s Questionnaire – must be submitted in word processed format and to a business standard (i.e. correct spelling, grammar and punctuation).
	

	Portfolio from the online WHS course
	

	Completed Workplace Safety Checklist.
	

	Hazard report with photographs and remedial action listed.
	


When submitting your work:

Ensure your documents are clearly labelled as per the standard below:

· Within the context of these assessment tasks, the assessor fulfils the role of manager or supervisor, as applicable. Work submitted for “approval” within this context must demonstrate care and attention to detail, such that the student inspires confidence that the work is being undertaken competently.

· All materials (i.e. word-processed reports, spreadsheet, projects, etc.) must be submitted in digital form.

· Each document must contain in the top right-hand header, the student’s name, the course code and Task number. Example:

· John Smith, SIT30116, Task 1

· Where multiple activities or responses to questions are submitted within the one document, then each activity or task must be clearly labelled with sub-headings.

· Digital files are to be named according to the code and task. 

Example: An e-portfolio folder for Task 1 of the Certificate III in Tourism (SIT30122) would be named: SIT30122_Task1_eportfolio

Word document covering activities from a short course would be named: SIT30122_Task1_Activities.docx.
2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to a range of factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· the trainer’s presentation, strategies and solutions
· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate is required to list a certain number of items, a more comprehensive listing of potential responses from which candidate responses may be drawn is provided. However, this list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, an example of how the candidate may respond is provided. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, assessors should consider different phrasing used by the candidate, or different responses that may be equally correct.

· For activities that take place in the workplace or involve workplace documentation, an example response is provided. Assessors should consider whether the candidate has achieved the intent of the activity within the context of the workplace.

· For activities that involve writing reports or completing documentation provided, an example response is provided. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
The cumulative assessment work within Task 1 is contained in the course workbook.

Working as part of our team
Completed Self-Assessment Survey is provided to the assessor.

General Manager’s Questionnaire

Completed Survey is provided to the assessor.
WHS Task book
Task A

Here is a list of common activities in the tourism industry. What could go wrong while you are doing the task? What injuries could result?
Assessor judgement required. Due to the wide range of potential responses, assessors must make a judgement considering the realistic nature of the candidate’s response.
	Activity
	Possible accident
	Possible injury

	Setting up display at a promotion
	Click or tap here to enter text.
	Click or tap here to enter text.

	Changing a keg of beer in the restaurant
	Click or tap here to enter text.
	Click or tap here to enter text.

	Mixing up cleaning chemicals
	Click or tap here to enter text.
	Click or tap here to enter text.

	Standing all day at the tourist counter
	Click or tap here to enter text.
	Click or tap here to enter text.

	Clearing up broken glass
	Click or tap here to enter text.
	Click or tap here to enter text.

	Making an expresso coffee
	Click or tap here to enter text.
	Click or tap here to enter text.


Task B

Many tourism workers are young. Young workers are more likely to be injured at work and hospitalised than any other age group.

Young people who are injured at work often think it is their own fault. As a result, they may not report the incident (thing that went wrong). By not reporting the incident, the same thing could happen again because nobody has fixed the problem that caused the injury.

There are five scenarios below. You are to identify and record what should have occurred so that the accident was prevented.

Scenario 1

Hailey had just left school and was working as a casual in the café. She was told to use the meat-slicing machine to prepare some fillings for the lunch hour sandwich ‘rush’. She hadn’t been trained how to use it, but she felt she couldn’t say no.

It started to go too fast for her, but she didn’t know where the emergency cut-off switch was. The machine cut the tip off her finger as the machine guard was not attached.

How do you think the incident could have been prevented?

Scenario 2

Shane was recently trained to set up promotion booths and displays. Then he was sent to set up some booths and displays locally on his own.

He did not recognise a faulty electrical fitting for the display lights and got an electric shock.

How do you think the incident could have been prevented?
Scenario 3

Toni was asked to carry heavy boxes containing promotional brochures from a storeroom to the information centre. She was reluctant to do it as they looked large and heavy. She was concerned that to say no and ask for assistance as a casual staff member may mean she might not get any more work.

When carrying one of the boxes, she strained her back and ended up not able to work for a month.

How do you think the incident could have been prevented?

Scenario 4

Marcella was asked to run the café alone for the late evening shift. Some drunken men came in just before closing and started behaving aggressively. They refused to pay for their drinks and threatened to be violent if she called for help.

She was very stressed by the incident and had to see a counsellor and take time off work.

How do you think the incident could have been prevented? 

How do you think the incident could have been prevented?

Part C
Research Project

Using the Internet, you are required to research the following: 

1. Describe the general aims and objectives of Workplace Health and Safety Legislation.

The objects of this Act are:

  (a)  to secure the health, safety and welfare at work of employees of the Commonwealth and of Commonwealth authorities; and

  (b)  to protect persons at or near workplaces from risks to health and safety arising out of the activities of such employees at work; and

  (c)  to ensure that expert advice is available on occupational health and safety matters affecting employers, employees and contractors; and

  (d)  to promote an occupational environment for such employees at work that is adapted to their needs relating to health and safety; and

  (e)  to foster a co-operative consultative relationship between employers and employees on the health, safety and welfare of such employees at work.
2. What are the rights of WHS representatives and committees? 

Health and Safety Representatives and committees:
· represent their work group members in matters relating to work health and safety at the workplace

· monitor risk control measures put into place at the workplace to protect their work group members

· investigate complaints from their work group members relating to work health and safety, and

· inquire into anything that appears to be a risk to the health or safety of work group members.
3. Describe the role of Worksafe Australia. 

Safe Work Australia works to:
· coordinate and develop national policy and strategies.
· assist with the implementation of model work health and safety legislation and reform the legislative framework.
· undertake research.
· collect, analyse and report data.

Part D
Go to the website of the responsible WHS organisation in your state or territory.

Look up the tourism industry.

Find an interesting piece of information and post it onto the course’s discussion board.

Take a screenshot of your posting and place below:

Assessor judgement required as candidates’ responses will vary considerably.
Part E

Office colours

Look at your work area.  Do you notice that office walls are generally white or pale colours, and the tops of furniture are a darker colour?  Why do you think these shades have been chosen? Your response is to be between 50 – 100 words.


Part F

Provide answers to the following questions:

1. Outline two (2) methods to identify and remove hazards in the workplace according to the organisational health and safety procedures. Write your answer in 50 - 100 words.
The answer may vary but must include two (2) methods to identify and remove hazards of the workplace.
Example response:
Some ways to identify and control hazards: 
1. Identifying hazards in the workplace involves finding things and situations that could potentially cause harm to people. Hazards generally arise from the following aspects of work and their interaction, including:
· physical work environment.
· equipment, materials and substances used.
· work tasks and how they are performed.
· work design and management.
2. Once the hazards and their risks are known, controls need to be put in place. Under the WHS Act, the best control measures involves eliminating the risk, that is removing the risk from the workplace. If that is not possible, you must minimise risks, so far as is reasonably practicable.
2. List four (4) WHS issues that you may observe in the workplace that need to be reported to the relevant authority.

The answer may vary but the candidate’s response must have four (4) WHS issues that can be observed in the workplace to report to the relevant authority.

Example response:

· You observe unsafe work practices by colleagues. 

· You become aware of broken or malfunctioning equipment. 

· Personal protective equipment is damaged or missing. 

· Health and safety equipment is broken or missing, e.g. fire extinguisher.

3. Define the terms hazard and hazard management in 50 - 100 words each.
The answer may vary but the candidate must clearly distinguish between a hazard and hazard management.:

Example response:

A hazard is a situation in the workplace that has the potential to harm the health and safety of people or to damage plant and equipment. The situation could involve a task, chemical or equipment used. The best way to prevent injuries or illness in your workplace is to identify hazards and fix them.

Hazard management is a continuous process that is used to improve the health and safety of all workplaces. It is essentially a problem-solving process aimed at defining problems (identifying hazards), gathering information about them (assessing the risks) and solving them (controlling the risks).

Task G

Control Measures

The table below records how control measures were used to remove or isolate a hazard and its resulting risk.  Your job is to identify which one of the six control measures have been used in each example.  Remember the six control measures are in order of priority:

1. Eliminate the hazard – in other words, get rid of dangerous machinery, etc. 

2. Substitute a less hazardous process or equipment  

3. Redesign equipment or work processes 

4. Isolate the hazard, e.g. by putting guards around a dangerous part 

5. Train people in how to work safely 

6. Use of personal protective equipment (PPE) such as ear plugs, safety boots 

 Insert the correct number of the control measure or measures applied in each example below:

	Hazard
	Risk


	An Implemented Control Measure


	Control Measure Number

	Bystanders / Children
	Accidents causing injury to unsuspected bystanders / children
	Barricade areas where bystanders or children are not allowed.
Be always aware for bystanders and place signage where applicable.
	4

	Overhead power lines near loading dock
	Electrocution
	Take note of surrounding and always be conscious of overhead power lines. If using implements that may touch overhead power lines mark the area. 

Have large trucks unload away from this area.
	2 and 5

	Water
	Drowning
	If required to work in water, ensure there is another person watching and if you are unable to swim advise the supervisor.
Do not enter flooded creeks if unsafe to do so – for example flowing too fast.
	5

	Chemicals
	Poisoning by swallowing, inhaling or skin contact, damage to eyes if splashed
	Read the label/SDS.
Store correctly.
Wear mask, coveralls and gloves when spraying.
Keep out of reach of children.
Ensure personal hygiene – wash hands before and after use of chemicals.
	5 and 6

	Gas
	Gas explosions, burns
	Be aware of sparks when using gas.
Handle gas bottles with care.
Turn off after use.
	5

	Dealing with public at counter
	Infection
	Use of sanitisers and wiping of counter space.
	3

	Vehicles on dirt tracks
	Vehicle roll-over
	Drive to the conditions and if working on slopes be aware of any obstacles that could cause a roll over.
Ensure there is a form of communication device.
	5

	Motor bikes
	Falling off the bike, hitting a rock or tree
	Wear helmet, strong boots, long pants and long sleeve shirt.
Ride to the conditions and be always aware of surroundings.
	5 and 6

	Firearms
	Gunshot wounds
	If not licenced to use a gun – do not use.
Always check surroundings before using and never drive or run with a loaded gun.
	5

	Snakes, spiders, ticks
	Bites, poisoning, death
	Be aware of surroundings, keep a lookout ensure first aid kit is available and if allergic carry correct medication.
	5

	Solar radiation
	Heat stroke, heat stress,

sunburn, dehydration
	Avoid working in the middle of the day, wear sun protection, keep well hydrated. Seek shade whenever possible – use vehicles if out in an area where there are no trees.
	6

	Noise
	Hearing loss from using loud machinery and equipment such as welders, grinders and chainsaws
	Wear hearing protection when operating any type of noise driven machinery or equipment.
	6

	Manual handling (lifting and moving heavy objects)
	Back injury
	Use correct lifting techniques and wherever possible use mechanical aids.
	5

	Tripping/falling
	Injury to body
	Keep area clear of obstacles.
	1


Task H

Choose one of these hazards and complete the following hazard control tool:

1. Wet floor – The cleaners like to leave early each Thursday, so they mop the tourist information centre floor while there are customers present.

2. Manual handling – Staff must lift heavy containers containing the exhibition materials in the storeroom and carry them down a long hallway to the loading dock. 

3. Armed robbery – A lot of cash is kept in the centre’s office overnight sometimes and there is no security after hours.

4. Handling hazardous substances – Disinfectant is bought in bulk and must be put into smaller spray containers by cleaning staff. They do it in a very small work room. The ventilation is poor, and the rubber gloves are old and have tears in them.

SEE IT – Write your hazard in the box.

ASSESS IT – Discuss the two questions and choose a rating.

FIX IT – Discuss some ideas for an immediate/temporary control and a permanent control. Write at least one idea in each box.

EVALUATE IT – Report back to the whole group. Explain your group’s ideas about how to control the hazard. Ask the group – to help you work out whether your solution will work.
Assessor judgement is required for this task. Ensure the provided response is realistic and appropriate to the situation. 
	HAZARD CONTROL TOOL

	Form completed by:



	SEE IT
	Describe hazard and location.

Click or tap here to enter text.

	ASSESS IT
	How likely is it that someone will get hurt?

Unlikely        0          1         2         3         4         5         Highly likely

	
	How serious would the harm be if there was an incident? 

Not serious       0         1        2         3         4         5         Very serious

	FIX IT
	Immediate/temporary control:

Click or tap here to enter text.


	
	Permanent control:

Click or tap here to enter text.


	Immediate
	Straight away, right now

	Temporary
	For a little while, but not a solution forever

	Permanent
	Forever


Part I

What kinds of PPE are you required to use for the following work tasks?

1. Leading a walking tour of the local bushlands.
At least four of the following: Hat, walking shoes/boots, communication device, sunscreen, small first aid kit, water.
2. Spending the day at the information desk answering ‘walk in’ enquiries from tourists.
Click or tap here to enter text.
At least the first one: Sanitiser, antiseptic wipes, face mask
3. Working in the kitchen of the café/restaurant
At least the first two: Appropriate footwear (enclosed boots), apron, hair net or cap, beard snood
4. Taking a small group of tourists on a canoe paddle to observe the bird life in wetlands.
At least the first three: Life vest, hat, sunscreen, communication device, small first aid kit, water.
Task J

In this activity you are to do a web search and find the mental health organisations listed below. You are to use each body’s website to identify what their main purpose is and summarise this in no more than three sentences.

Assessor judgement within the broader responses below may occur.
Beyond Blue
https://www.beyondblue.org.au/
This organisation is focused on supporting people affected by anxiety, depression and suicide. It promotes mental health and wellbeing, provides information that is current and in line with medical expectations and provides avenues and support to people considering self-harm.

HeadsUp
https://www.headsup.org.au/
HeadsUp provides workplaces and employers with resources and support to promote and sustain positive mental wellbeing within their employees.

Black Dog Institute
https://www.blackdoginstitute.org.au/
The Black Dog Institute is a medical research institute that investigates mental health across the whole life span. It aims to create a positive mentally healthy community. It carries out ‘translational’ research integrating research studies, education programs, digital tools and apps, clinical services, and public resources to foster connections and create positive mental health change in our society.

Lifeline
https://www.lifeline.org.au/
Lifeline is an emergent organisation providing immediate support to persons experiencing emotional distress through a 24 hour telephone crisis support. Their focus is on supporting people in crisis and suicide prevention.
The Australian Psychological Society

https://psychology.org.au/
APS is a professional advocacy body that advocates for mental health within the scope of psychology approaches. It provides a listing of local psychologists that persons may contact with to seek support. 
Task K

a. Define what an emergency work situation is in 25 to 50 words. 

b. Give three examples of what an emergency could be at a Bunjappy tourist centre.

c. List five (5) different authorities you may need to contact, to help in responding to an emergency.

Assessor judgement can be used. The candidate’s response may vary but must include:

 the following information:

Emergency work situation - any situation that poses an immediate threat to a person's health, security, property, or environment.
Three examples of a Bunjappy emergency:

· Illness or injury of visitor at either site or on tour

· Fire or accident involving equipment (road travel, chair lifts, etc.)

· Bomb threat

Different authorities to be contacted in case of emergency:
· Nearby colleagues (where unable to contact others)

· First aid officer

· Fire warden 

· Supervisors

· Emergency services - Police, Ambulance, Fire and Rescue
Task L
This task requires you to complete two forms:

Part A consists of a form is for a fellow employee who was injured on the job.

Part B consists of a report of an incident which has occurred in your workplace.

Part A

Mary Jackson is a tour co-ordinator at Tropicanna Hotel. She slipped and sprained her ankle when she was coming down the hotel steps leading a tour group to their coach.

Help Mary fill in the Injury Report Form. Use today’s date.
Assessor judgement is required for this task. Ensure the provided response is realistic and appropriate to the situation. 
	Tropicanna Hotel 

INJURY REPORT FORM

	Name of employee
	     

	Address
	     

	Phone
	     

	Department
	     

	Role
	     

	Date of injury
	     
	Time of injury
	     

	Date injury reported
	     
	Time injury reported
	     

	Where did the injury happen?
	     

	What is the injury?
Body parts injured?
	     

	How were you injured?
What task were you doing?
	     

	Witnesses
	     

	Treatment given by
	     

	Action taken (tick)
	
Returned to work 


Sent home


Sent to doctor


Sent to hospital 

	Name of person filling in this form
	     

	Employee’s signature
	     


Part B
Use the following form to report one of these incidents. Use today’s date.

A kitchen fire

At 10.35 am there was fire in some hot fat in the kitchen area of the café/restaurant. You sounded the alarm and then called your manager on the mobile phone. The local fire officer put out the fire. You had a burnt arm and had to go to the medical centre. The stove needs repairs.

Stuck in the lift
At 4.15 pm you could not open the door of the service lift to get out. You sounded the alarm and then waited for 45 minutes for the service team to get you out. You were slightly stressed but there were no injuries. The lift is out of order until it can be checked properly.

Assessor judgement is required for this task. Ensure the provided response is realistic and appropriate to the situation. 
	Bunjappy Regional Tourism Group

INCIDENT REPORT FORM

	1. Time of incident
	Date:             /            /        
Time:  
      am/pm 

	2. Location of incident
	     

	3. Briefly describe the incident
	     


	4. Describe any injury and action taken
	     

	5. Describe any damage to property and action taken
	     

	4. Reported by:
	Name:      
Role:      
Date:      

	5. Reported to:
	Name:      
Role: (supervisor/WHS officer)      
Date:      


Task M
Arrange to visit and assess an office associated with tourism with several employees in your local area. You are to spend at least one hour assessing the Workplace Health and Safety issues in this environment. Make some notes on you visit and then answer the following: 

a. Identify the type of organisation that you visited. 

b. Provide contact details including a telephone number and contact name for this office. 

c. How many staff work in this office? 

d. What are their positions (no personal names needed) and what are their roles and responsibilities? 

e. Does this workplace have an WHS representative on staff and if so who is this person? 

f. What is their role in the workplace? What training have they undertaken? 

g. What hazards did you identify in this workplace? List these under the headings - Chemical, Physical and Behavioural. Explain why each is a hazard.

h. What action would you suggest rectifying each of the hazards identified above?

i. What level of first aid provision is available in this workplace? 

Assessor judgment will be required as each candidate will visit a different location and so have differing perspectives. The submitted response must be in the form of a report using headings and subheadings with correct language use.

· Identify the type of organisation that you visited. 

· Provide contact details including a telephone number and contact name for this office. (This must be provided so if the assessor has a concern, a confirmation of the assessment visit can occur)
· How many staff work in this office? 

· Who are they and what are their roles and responsibilities? 

· Does this workplace have an WHS representative on staff and if so who is this person? 

· What is their role in the workplace? What training have they undertaken? (The candidate must clearly state the roles of a WHS officer)
· What hazards did you identify in this workplace? List these under the headings - Chemical, Physical and Behavioural. Explain why each is a hazard. (There should be a minimum of two hazards in each section along with a reasonable explanation as to why each is a hazard in that specific context)
· What action would you suggest rectifying each of the hazards identified above? (The candidate must provide a solution that is able to be implemented in that workspace)
· What level of first aid provision is available in this workplace?
Workplace Safety Checklist
Assessor judgement is required as each candidate will report on a different location and so have differing perspectives.  The candidate must provide a completed WHS Safety Checklist for their work area and identified an area of improvement, i.e. a hazard.

Appropriate rectifications of the identified hazard(s) that are effective and able to be implemented should be recorded in the appropriate form.

2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence.
· sufficient – it must be enough to satisfy the competency.
· current – skills and knowledge must be up to date.
· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate.
· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods.
· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence.
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted or validated include:

· work records such as position descriptions, performance reviews, developed products and processes.
· third-party reports from customers, managers and/or supervisors.
· training records and other recognised qualifications.
· skills and knowledge assessments.
· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning.
· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 
· The Assessment Instructions Checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence; list of items within the portfolio is to be recorded.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – SITXWHS005
	Candidate’ s name:       
Unit of competency:  SITXWHS005 Participate in safe work practices
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Knowledge Test
	
	     

	Portfolio – Short course
	
	     

	Skills Test 1
	
	     

	Skills Test 2
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – SITXWHS005
	Candidate’ s name:            
Unit of competency:  SITXWHS005 Participate in safe work practices
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When does assessment take place?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – BSBWHS211
	Candidate’ s name:       
	Part D

	Unit of competency: BSBWHS211 Contribute to health and safety of self and others.
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I can follow work health and safety procedures and instructions.
	
	
	
	     

	I can identify the appropriate personnel to report hazards to. 
	
	
	
	     

	I can contribute to WHS consultative processes.
	
	
	
	     

	I can identify hazards.
	
	
	
	     

	I can identify risks.
	
	
	
	     

	I can describe the difference between risks and hazards.
	
	
	
	     

	I can explain emergency procedures for fires and incidents.
	
	
	
	     

	I can explain the meaning of commonly used hazard signs and safety symbols.
	
	
	
	     

	I can identify the different WHS responsibilities of duty holders.
	
	
	
	     

	I can explain what hazards may be in my workplace, how they happen and what harm they may cause.
	
	
	
	     

	I can explain the process of risk reduction.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBWHS211
	Candidate’ s name:            

Unit of competency: BSBWHS211 Contribute to health and safety of self and others.
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence?
	Yes
	No
	N/A

	· Actively participate in two different work activities that contribute to the health and safety of self and others.
	
	
	

	· Identify and report at least one hazard to designated personnel.
	
	
	

	· Follow required procedures and instructions relating to work health and safety (WHS) and incidents.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – BSBWHS211

	Candidate’ s name:            

Unit of competency: BSBWHS211 Contribute to health and safety of self and others
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following?
	Yes
	No
	N/A

	· explain organisational safety policies, procedures, instructions and requirements relating to own work role in relation to:

· checking systems and equipment

· conducting routine work operations

· personal protective equipment (PPE)

· recording existing and potential WHS issues

· responding to and reporting incidents and injuries

· responding to fires and incidents
	
	
	

	· meaning of commonly used hazard signs and safety symbols
	
	
	

	· duty holder responsibilities, as specified in WHS laws, including:

· self and co-workers

· persons conducting a business or undertaking (PCBUs)

· officers

· others in the workplace
	
	
	

	· distinction between hazards and risks
	
	
	

	· WHS hazards that may be present in the workplace, including the harm they can cause and how this harm occurs
	
	
	

	· process of hazard identification and risk control.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – BSBWHS211
	Candidate’ s name:       
	Part E

	Unit of competency:  BSBWHS211 Contribute to health and safety of self and others.
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid; S = Sufficient: C = Current; A = Authentic

Workplace assessment checklist – BSBWHS211
	Candidate’ s name:       
	Part F

	Unit of competency: BSBWHS211 Contribute to health and safety of self and others
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	· Actively participate in two different work activities that contribute to the health and safety of self and others.
	     

	
	· Identify and report at least one hazard to designated personnel.
	     

	
	· Follow required procedures and instructions relating to work health and safety (WHS) and incidents.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	· explain organisational safety policies, procedures, instructions and requirements relating to own work role in relation to:

· checking systems and equipment

· conducting routine work operations

· personal protective equipment (PPE)

· recording existing and potential WHS issues

· responding to and reporting incidents and injuries

· responding to fires and incidents
	     

	
	· meaning of commonly used hazard signs and safety symbols
	     

	
	· duty holder responsibilities, as specified in WHS laws, including:

· self and co-workers

· persons conducting a business or undertaking (PCBUs)

· officers

· others in the workplace
	     

	
	· distinction between hazards and risks
	     

	
	· WHS hazards that may be present in the workplace, including the harm they can cause and how this harm occurs
	     

	
	· process of hazard identification and risk control.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor. (Part G)

	Name of candidate:
	     

	Units of competency:
	BSBWHS211 Contribute to health and safety of self and others


As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation Checklist or a Third Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period of time, i.e. accumulated evidence.


	This report is being completed as:
	    Third Party Report   Assessor Observation



	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	 No  Yes        

	Are you aware that the candidate will see a copy of this form?
	 No  Yes        

	Are you willing to be contacted should further verification of this statement be required?
	 No  Yes        

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     


	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	· follow all relevant procedures and instructions relating to work health and safety (WHS) and emergency incidents
	
	

	· identify and report hazards to designated personnel
	
	

	· contribute to WHS consultative processes
	
	

	· explain workplace safety procedures and instructions including:

· checking systems and equipment

· conducting routine work operations

· personal protective equipment (PPE)

· recording existing and potential WHS issues

· responding to and reporting incidents and injuries

· responding to fires and incidents
	
	

	· explain emergency procedures including those for fires and incidents
	
	

	· define the meaning of commonly used hazard signs and safety symbols
	
	

	· summarise the duty holder responsibilities, as specified in WHS Acts, regulations and codes of practices, of:

· self and fellow workers

· persons conducting businesses or undertakings (PCBUs)

· officers

· others in the workplace
	
	

	· explain the difference between hazards and risks
	
	

	· describe typical WHS hazards that may be present in the workplace, the harm they can cause and how this harm occurs
	
	

	· outline the process of hazard identification and risk reduction
	
	

	Task 1
Explain to your supervisor what you should do in the case of a fire?
	
	

	Comment (if relevant):
     

	Task 2

Explain what kinds of hazards could arise in your workplace and explain which workplace procedures and instructions help to reduce the likelihood of these.
	
	

	Comment (if relevant):
     

	Task 3
Explain the difference between hazards and risks, and to whom and how you should report a risk or hazard in your workplace.
	
	

	Comment (if relevant):
     

	Task 4
Explain what your WHS responsibilities are in your workplace.
	
	

	Comment (if relevant):
     

	Task 5
How can you participate in the WHS consultative process?
	
	

	Comment (if relevant):
     

	Task 6
Discuss with your supervisor, some of the most common hazards, signs and safety symbols you see in your workplace.
	
	

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

BSBWHS211 Contribute to health and safety of self and others

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	Operate safely in own work environment
	       

	1.1 
Identify organisational WHS policies and procedures that apply to own work setting.

1.2 
Carry out work tasks according to WHS instructions.

1.3 
Carry out pre-start systems and equipment checks under supervision and according to organisational policies and procedures.

1.4 
Participate in responding to incidents according to organisational policies and procedures.
	

	Operate safely within requirements of own role
	       

	2.1 
Identify individuals and/or parties to whom queries and concerns about safety in the workplace should be directed.

2.2 
Identify existing and potential hazards relating to own role, and record and report them according to organisational policies and procedures.

2.3 
Identify and contribute to implementing WHS instructions and organisational policies and procedures specific to own work area.

2.4 
Identify and report incidents and injuries to required personnel according to organisational policies and procedures.
	

	Participate in WHS consultative processes
	      

	3.1 
Contribute to workplace meetings, inspections, and other WHS consultative activities.

3.2 
Identify existing and potential WHS hazards and report them to designated persons according to organisational policies and procedures.

3.3 
Participate in actions to minimise or eliminate workplace hazards and to reduce risks.
	

	How candidate meets unit of competency requirements.

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	

	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue
As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency

	  
Tick if SOA required
	Full Qualification

SIT30122

Certificate III in Tourism

	
Tick if Qualification required

	
	SITXWHS005
Source and use information on the tourism and travel industry*
	
	SITXWHS005
Source and use information on the tourism and travel industry*

	
	SITXCCS014
Provide service to customers*
	
	SITXCCS014
Provide service to customers*

	
	SITXWHS005
Show social and cultural sensitivity*
	
	SITXWHS005
Show social and cultural sensitivity*

	
	SITXWHS005
Participate in safe work practices*
	
	SITXWHS005
Participate in safe work practices*

	
	SITHFAB021
Provide responsible service of alcohol (RCC)
	
	SITHFAB021
Provide responsible service of alcohol (RCC)

	
	SITHFAB025
Prepare and serve espresso coffee (RCC)
	
	SITHFAB025
Prepare and serve espresso coffee (RCC)

	
	SITHIND005
Use hygienic practices for hospitality service
	
	SITHIND005
Use hygienic practices for hospitality service

	
	SITXFSA005
Use hygienic practices for food safety
	
	SITXFSA005
Use hygienic practices for food safety

	
	SITXHRM007
Coach others in job skills (Group E)
	
	SITXHRM007
Coach others in job skills (Group E)

	
	SITXCCS011
Interact with customers (Group E)
	
	SITXCCS011
Interact with customers (Group E)

	
	SITXCCS010
Provide visitor information
	
	SITXCCS010
Provide visitor information

	
	SITTTVL001
Access and interpret product information
	
	SITTTVL001
Access and interpret product information

	
	SITTTVL004
Sell tourism products or services
	
	SITTTVL004
Sell tourism products or services

	
	SITTTVL003
Provide advice on Australian destinations
	
	SITTTVL003
Provide advice on Australian destinations

	
	SITTTVL005
Prepare customer quotations
	
	SITTTVL005
Prepare customer quotations


(4 core units asterisked and 11 elective units drawn from required groups; RCC units must have industry/RTO accreditation)
Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.
Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
Responses may vary, but the general concept of pre-use training in machinery as well as the worker seeking assistance from her supervisor must be mentioned. 








Responses may vary, but the concept of routine checking and re[air of electrical items prior to use should be mentioned.





Responses may vary, but the following concepts must be mentioned:


Worker must ask for assistance or advice whenever there is a perceived WHS challenge.


A hand cart or trolley should be provided for use when manual lifting and shifting occurs.





Responses may vary, but the concept of workers in hospitality and tourism working alone must be mentioned. The café should have had more than one worker on site during the late evening shift.





Click or tap here to enter text.
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