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ASSESSOR PLAN FOR:  LGACOM405B Implement and monitor the organisation's 
OHS policies, procedures and programs within the work group

CANDIDATE NAME:

 ORGANISATION: 


	Critical aspects of evidence for the unit
	Context as specified in the unit
	Context for this assessment
	Advice about evidence
	Assessment Strategies
	Assessment strategies / Tools used and Rationale

	Integrated demonstration of all elements and their related performance criteria:

· The demonstrated ability to: 

· Implement and monitor the organisation's OHS policies and procedures 

· Implement relevant provisions of OHS legislation and codes of practice 

· Identify and control hazards and risks. 


	Should be assessed on the job where possible.

Assessment of performance requirements in this unit should be undertaken within the context of the local government framework. Competency is demonstrated by performance of all stated criteria, including the Range of Variables applicable to the workplace environment. 
	Add information here about this particular assessment, eg if it is being done in a simulated environment, then document the environment. If it incorporates reasonable adjustment then this should be documented.


	What might constitute evidence for this Unit of Competency?
	
observation (real or simulated workplace)

portfolio of evidence


project


questions (written/oral)


Assessment activities:


	Assessment Tasks (included with this plan) include: Observation Checklist, Assessment Questions and Portfolio of Evidence Summary.


NOTE FOR THE ASSESSOR: 

Evidence collected must show that the candidate can apply the knowledge and skill described in the Unit of Competency to the standard of the performance required in the workplace and in the following aspects of workplace performance:

Task Skills:
requirement to perform individual tasks with a job

Task Management Skills:
requirement to undertake a number of different tasks within a job

Contingency Management Skills:
the requirement to responding and reacting appropriately with irregularities or when things go wrong

Job Role Environment Skills:
the requirement to fulfilling the responsibilities and expectations of the work environment including personal effectiveness and working with others.

CANDIDATE NAME:

 ORGANISATION: 


	
	
	Assessor and Trainee to Complete
	Assessor to Complete

	Element of Learning
	Performance Criteria
	Evidence Available 
to demonstrate competence  (trainee can add details on their evidence to this list)
	C
	NYC
	Assessor’s Notes (incl. date of assessment and comments on any additional evidence/action required)

	1. Provide information to the work group about OHS and the organisation's OHS policies, procedures and programs
	· Relevant provisions of OHS legislation and codes of practice are accurately and clearly explained to the work group. 

· Information on council's OHS policies, procedures and programs is provided in a readily accessible manner and is accurately and clearly explained to the work group. 

· Information about identified hazards and the outcomes of risk assessment and control procedures is regularly provided and is accurately and clearly explained to the work group.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	2. Implement and monitor participative arrangements for the management of OHS
	· Council's procedures for consultation over OHS issues are implemented and monitored to ensure that all members of the work group have the opportunity to contribute. 

· Issues raised through consultation are dealt with and resolved promptly or referred to the appropriate personnel for resolution in accordance with workplace procedures for issue resolution. 

· The outcomes of consultation over OHS issues are promptly communicated to the work group.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	3. Implement and monitor the organisation's procedures for identifying hazards and assessing risks
	· Existing and potential hazards in the work area are identified and reported so that risk assessment and control procedures can be applied.
	Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	4. Implement and monitor the organisation's procedures for controlling risks
	· Work procedures to control risks are implemented and adherence to them by the work group is monitored in accordance with workplace procedures. 

· Existing risk control measures are monitored and results are reported regularly in accordance with workplace procedures. 

· Inadequacies in existing risk control measures are identified in accordance with the hierarchy of control and are reported to designated personnel. 

· Inadequacies in resource allocation for implementation of risk control measures are identified and reported to designated personnel.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	5. Implement the organisation's procedures for dealing with hazardous events
	· Workplace procedures for dealing with hazardous events are implemented whenever necessary to ensure that prompt control action is taken. 

·  Hazardous events are investigated to identify their cause in accordance with investigation procedures. 

· Control measures to prevent recurrence and minimise risks of hazardous events are implemented based on the hierarchy of control, or alternatively, are referred to designated personnel for implementation.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	6. Implement and monitor the organisation's procedures for providing OHS training
	· OHS training needs are identified accurately, specifying the gaps between OHS competencies required and those held by work group members. 

· Arrangements are made for meeting identified OHS training needs in both on and off-the-job training programs in consultation with relevant parties.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	
	
	

	7. Implement and monitor the organisation's procedures for maintaining OHS records
	· OHS records for work area are accurately and legibly completed in accordance with workplace requirements for OHS records and legal requirements for the maintenance of records of occupational injury and disease. 

· Aggregate information from the area's OHS records is used to identify hazards and monitor risk control procedures within work area according to organisational procedures and within scope of responsibilities.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	· 
	· 
	· 


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGACOM405B
Unit Name: Implement and monitor the organisation's OHS policies, procedures and programs within the work group

	Trainee Information

Trainee Name:
Organisation:


	Assessor Comments

Assessor’s Full Name:


	Assessment Date/s
	Notes / Further Action Required for the trainee to demonstrate their competence in this unit (if any):

	
	

	
	

	
	

	
	

	For Assessor to complete once trainee demonstrates competence in this unit:

Based on the evidence they have provided, I believe ……………………………………..(trainee’s full name) is competent in all of the critical aspects for this unit.
Assessed as competent on: …….... / …..….. / …..….. 
Assessor’s Signature:



Learning and Assessment Overview:
Assessment Tasks
For this unit you will be required to demonstrate competence on the job, in practical demonstration; observation, question/answer and providing evidence of how you have demonstrated the skills in your workplace.

The following tasks are to be completed to demonstrate your relevant skills for this unit.  

Part 1: Assessment Questions and activities

Part 2: Observation Checklist

Part 3: Documentary Evidence

Part 4: Assessor Questions

The tasks are outlined in further details on the following pages.

Part 1: Assessment Task Questions

Please answer the following questions.  You might refer to the Elements and Performance Criteria for this unit to clarify the context or purpose of each of the questions.

ELEMENT 1

1. •
What OHS laws and codes of practice are relevant to your workplace?  How do you make sure your work group remains up-to-date with any changes in these laws or codes of practice?

2. •
What information do you give your work group about OHS issues?  Provide examples to illustrate your answer and talk about the factors that influence the way you explain information about OHS.

3. •
If you identified a high-risk hazard in your workplace, such as exposed electrical wires, how would you inform your work group?

ELEMENT 2
4. •
How do you ensure that each member of your work group is able to contribute to the way that OHS functions in your workplace?

5. •
What do you do when members of your work group bring issues about OHS to your attention?  If you had difficulty handling an OHS issue, whom would you consult for assistance?

6. •
How do you keep your work group informed about the outcomes of OHS issues that need to be resolved?

ELEMENTS 3 AND 4

7. •
Outline the steps you follow to identify existing and potential hazards in your workplace.

8. •
How do you report OHS hazards?  Think about the people you inform, the paperwork you complete etc.

9. •
Give three examples of existing and potential hazards.  For each hazard, outline the risk control measures you would implement.  Discuss how you would monitor and report on the progress of each measure you have implemented.

10. •
After monitoring a risk control measure implemented by your work group, you realise that the same OHS risks remain.  What would you do?

ELEMENT 5
11. •
Describe the steps you would take if there was a hazardous event, such as an accident, a fire or an emergency such as a chemical spill or bomb scare.  Also discuss how you would investigate the cause of the hazardous event.

12. •
What does a ‘hierarchy of hazard control’ mean to you?  Outline your Council’s hierarchy of hazard control.  You can use an example of a hazard to illustrate your answer.

ELEMENT 6
13. •
Explain how you find out what training in OHS each work group member needs?

14. •
Describe the variety of ways a work group could learn about OHS, both in the workplace and externally.  What factors do you consider when suggesting a particular method of training for a work group member?  How do you organise training in OHS for work group members?

ELEMENT 7
15. •
List the OHS records updated by your work group.

16. •
Discuss how you analyse OHS records to identify any trends or new hazards.  For example, what sort of analysis do you carry out on records of occupational injury?  How is this information used?

Questions relating to underpinning knowledge and skills:

17. •
How do you adjust your communication style to suit the range of individuals with whom you work?  Provide examples.

Part 2: Complex observation checklist 

	Units of competency:
	(LGACOM405A) Implement & monitor the organisation's OH&S policies, procedures & programs within the work group

	Candidate name:
	

	Name of workplace:
	

	Observer’s name:
	

	Observer’s Job Title:
	

	Summary of the situations in which the following has been observed:
	

	Date/s of assessment:
	

	Procedure (notes for the observer/ assessor):
	This checklist is to be completed by either a workplace assessor or person experienced in relevant tasks in the organisation.  The observer will use this checklist to record the candidate’s demonstration of the skills listed below.  The observation will need to occur on the job/ in the workplace, over a period of weeks.
During the observation, the observer may or may not observe the trainee using the skills listed according to the national standards.  Either way, they are to record their findings accurately.
When this form is complete, it can be either provided to the trainee to submit with their assessment/evidence or be faxed to the Traineeship Administration Officer at Hunter Councils on 02 4966 0588 and a copy provided to the trainee.

	During the demonstration of skills, did the candidate:
	Yes
	No
	Notes on observation & answers to questions

	provides information to the work group about OHS and the enterprise's OHS policies, procedures and programs and
· accurately and clearly explains relevant provisions of OHS legislation and codes of practice to the work group 

· provides information on Council's OHS policies, procedures and programs in a readily accessible manner and accurately and clearly explains them to the work group 

· regularly provides information about identified hazards and the outcomes of risk assessment and control procedures and accurately and clearly explains them to the work group  
	(
	(
	

	implements and monitors participative arrangements for the management of OHS and

· implements and monitors Council's procedures for consultation over OHS issues to ensure that all members of the work group have the opportunity to contribute   

· deals with issues raised through consultation and resolves them promptly or refers them to the appropriate personnel in accordance with workplace procedures for issue resolution
· promptly communicates the outcomes of consultation over OHS issues to the work group  
	(
	(
	

	implements and monitors the enterprise's procedures for identifying hazards and assessing risks and

· identifies and reports existing and potential hazards in the work area so that risk assessment and control procedures can be applied
	(
	(
	

	implements and monitors the enterprise's procedures for controlling risks and

· implements work procedures to control risks and monitors adherence to them by the work group in accordance with workplace procedures  
· monitors existing risk control measures and regularly reports results in accordance with workplace procedures  

· identifies inadequacies in existing risk control measures in accordance with the hierarchy of control and reports them to designated personnel  
· identifies inadequacies in resource allocation for the implementation of risk control measures and reports them to designated personnel
	(
	(
	

	implements the enterprise's procedures for dealing with hazardous events whenever necessary to ensure that prompt control action is taken and

· investigates hazardous events to identify their cause in accordance with investigation procedures 
· implements control measures to prevent recurrence and minimise risks of hazardous events based on the hierarchy of control, or alternatively, refers them to designated personnel for implementation  
	
	
	

	implements and monitors the enterprise's procedure for providing OHS training and

· identifies OHS training needs accurately, specifying the gaps between the required OHS competencies and those held by work group members   
· makes arrangements for meeting identified OHS training needs in both on- and off-the-job training programs in consultation with relevant parties
	
	
	

	implements and monitors the enterprise's procedure for maintaining OHS records and

· accurately and legibly completes OHS records for the work area in accordance with workplace requirements for OHS records and legal requirements for the maintenance of records of occupational injury and disease   
· uses aggregate information from the area's OHS records to identify hazards and monitor risk control procedures within the work area according to enterprise procedures and within the scope of designated responsibilities.  
	(
	(
	

	According to the requirements of this unit, the trainee’s performance was:
	Satisfactory
(
	Not Satisfactory
(

	Feedback to candidate:

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - -

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - -

	Date:
	Candidate signature:
	Assessor signature:


Part 3: Documentary Evidence
We recommend you collect and file your evidence in your Portfolio of Evidence folder and update the folder index.  Please forward a copy of the evidence with your other completed tasks. (Note: Only the front page and contents page of detailed policies need to be sent).
The candidate collects relevant evidence, over time, which can include:

· memos updating workers of changes to OHS legislation and codes of practice

· agendas and minutes of OHS meetings

· completed OHS forms, such as accident/injury records

· documented evidence of hazard identification, such as OHS audits or risk assessments

· OHS training course enrolments

· OHS training plans for Council workers.
Part 4: Assessor Questions
While reviewing your assessment evidence, the assessor may contact you to ask a series of questions.  This will help the assessor to ensure the evidence is consistent with answers that you are able to provide verbally and/or fill in any gaps in evidence you have provided against the requirements of the unit.
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