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1.1 Introduction 
 
This training course is based on the national unit of competency BSBWHS410 Contribute to Work-Related Health 
and Safety Measures and Initiatives. 
 
This course applies to individuals who contribute to the selection, development, implementation and evaluation of a range 
of work-related health and safety measures and initiatives. 
 
This unit describes the performance outcomes, skills and knowledge required to contribute to a range of work-related 
health and safety measures and initiatives. 
 
NOTE: The terms Occupational Health and Safety (OHS) and Work Health and Safety (WHS) are equivalent and generally 
either can be used in the workplace. The term WHS will be used throughout this training course. 
 

 
 
 
 

1.2 Work-Related Health and Safety Measures and 
Initiatives 
 
Health and safety measures and initiatives involve a range of programs that PCBUs put in place to improve the health of 
their workers. 
 
Some of these programs are designed to meet specific legislative requirements and 
obligations. These include: 
 

 Health monitoring of workers exposed to particular work hazards as 
specified in legislation. 

 
 Pre-employment and other work-related health assessments as specified in 

legislation. 
 

 Workplace measures to target specific factors, such as stress, fatigue, 
bullying and harassment, hearing loss, and short-term and long-term 
effects resulting from exposure to hazardous substances (such as asbestos, 
lead and isocyanates). 

 

 
 
 
Other programs are voluntary (non-mandatory). These include: 
 

 Worker support and assistance programs. 
 

 General health promotion measures and programs. 
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1.2.1.1 Analyse Information 
 
Once you have collected your information, you should check its validity. To do this 

you will need to utilise problem-solving and evaluation skills.  
 
You should check the clarity, accuracy, currency and relevance of the information. 
 
One way you can check validity is to review the source of the information.  
 
 
 
 
 
 

Consider the following questions: 
 

 Who is the author? 
 

 What are the author’s credentials? 
 

 What information is available from this source? 
 

 Where did the author get their information from? 
 

 Are there any references? 
 

 When was the information produced? 
 

 Why did the author produce this document? 
 

 Are there any biases? 
 

 How comprehensive is the information provided? 
 

 Does the resource provide all the information you need? 
 

 
 
 
 

1.2.2 Mandatory vs Non-Mandatory Programs 
 
Some health and safety measures and initiatives are mandatory, that is, they are 
required under WHS legislation and regulations. 
 
Other health and safety measures and initiatives are non-mandatory, which means 
that they are purely voluntary. 
 
They are developed as part of an organisation’s general obligations to provide for 
the health and safety of the workers and to reduce workplace risks. 
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1.2.2.2 Health Monitoring Report 
 
Health monitoring should be performed by a medical practitioner. After health monitoring, the medical practitioner will 

provide a report to the PCBU. 
 
This report should contain: 
 

 The name of the worker. 
 

 Date of birth of the worker. 
 

 The registration number and signature of the medical practitioner. 
 

 The name and address of the business or workplace. 
 

 The date of the health monitoring. 
 

 Any test results whether or not exposure has occurred. 
 

 Any advice that test results indicate the worker has contracted a 
disease, injury or illness as a result of carrying out the work that 
triggered the health monitoring. 

 
 Any recommendations of remedial measures. 

 
 Whether medical counselling is required for the worker. 

 
 Date of sampling of blood, urine or other samples. 

 
 Results of biological monitoring or other tests conducted. 

 
The report should only contain information relating to the health monitoring 
program for the particular chemical being used in the workplace. It should not 
contain any confidential information about the worker unless there is an 
obligation for the PCBU to know. 
 

 
 
When you receive the report, you should review it and consider the recommendations. 

 
As soon as possible, a copy of the report is to be provided to the worker and the 
PCBU. 
 
The regulator must also receive a copy of the report if it contains: 
 

 Advice that the worker has contracted a disease, injury or illness as the 
result of exposure. 

 
 Recommendations that remedial measures be taken. 

 
 Recommendations that a worker has reached a blood lead level above the 

removal level if lead work is involved. 
 

Any recommendations for the worker or the PCBU should be communicated to the relevant party. They need to 
understand the recommendations if they are to apply them. 
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1.3 Consultation and Participation Processes 
 
Consultation and participation is central to WHS. Not only is it a legal requirement, it is essential in identifying hazards and 
risks and establishing a safety culture within the workplace. 
 

Identifying the factors that affect workers and developing measures and 
initiatives needs to include talking to the people with knowledge of the situation, 
or who are directly affected by any action you may take.  
 
This also allows different skills, expertise and views to be brought together to 
enhance and support the process.  
 
It is important that different views and concerns are identified and recorded as 
part of the consultation and then taken into account during the decision-making 
process. 

 
 
 
For health and safety measures and initiatives to be successful, you will need to 
gain support from the people directly affected by them.  
 
Involving those people in identifying issues and developing solutions will mean 
they are more engaged with the process when you are implementing the 
measures and initiatives. This will ensure the success of your work. 
 
The underlying principle of consultation is ensuring that everyone has input into 
the identification and development of appropriate health and safety measures 
and initiatives. 
 
 

 
 
There are varying degrees of formality in consultative processes.  
 
Consultation may be as informal as a one-off meeting between a manager and a 
worker.  
 
However, it could also be a more formal process where all key stakeholders are 
canvassed. 
 
 

 
 
Different levels of consultation are required depending on the size of the business you are working in, but it should always 
take place.  
 
The benefits of consultation will include having a greater buy-in to any systems or changes to systems if members of the 
workplace are encouraged to make comments or offer suggestions. 
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1.3.1 Appropriate Forms of Communication 
 

When undertaking consultation, you need to consider potential communication 

barriers. These barriers may lead to workers not understanding information 
provided. 
 
Some workers may want to participate in the consultation process but not 
understand what is being communicated. 
 
Take into consideration the type of information being communicated and the 
number of people being informed. You should also consider the range of languages 
involved. 
 

 
 
For workers with limited English abilities you might want to consider: 
 

 
 
 

1.3.2 Factors Impacting on Worker Health and Safety 
 
As part of the consultation process, you need to talk to workers about the factors that impact on their health and safety. 
These factors include: 
 

 Non-work-related health and safety problems, including lifestyle factors. 
 

 Work-related factors such as: 
 The task environment, including workplace psychosocial factors, 

e.g. bullying, fatigue, harassment and other sources of work-
related stress. 

 Task demands, including health and other requirements for 
workers undertaking safety critical tasks and jobs. 

 Workplace culture and structure. 
 

 Other factors that need to be addressed to meet specific legislative 

requirements and obligations. 
 
Each of these areas may contain hazards that impact the worker. 



 

BSBWHS410 Contribute to Work-Related Health and Safety Measures and Initiatives 
Learner Guide 

Page 18 

1.3.2.3 Workplace Culture and Structure 
 

The culture and structure of the workplace may also have an impact on workers and 

may include: 
 

 Language. 
 

 Shift work and rostering arrangements. 
 

 Timing of information and data provision. 
 

 Literacy and numeracy levels. 
 

 Workers with specific needs. 
 

 Workplace organisational structures, e.g. size of organisation, geographical, 
hierarchical. 

 
 Cultural diversity. 

 
 Management approach. 

 
 Workplace culture and approach to WHS by managers, supervisors and 

workers. 
 

 Labour market changes.  
 

 Structure and organisation of workforce, e.g. part-time, casual and contract 
workers, shift rosters, geographical location. 

 
 Communication skills. 

 
 
 
 
Consider the structure of your workplace; the human resource department can help 

identify the characteristics of your work team. 
 
This information will help you to identify any particular hurdles that you might face. 
You can then determine measures and initiatives to overcome them. 
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Consultation will also help you to provide workers with a rationale for the changes and gain their commitment or buy-in. 
This can be achieved by: 
 

 Creating a sense of urgency. 
 

 Creating teams to disseminate information. 
 

 Creating sensible, clear, specific and simple goals. 
 

 Creating a sense of empowerment. 
 

 Overcoming barriers in the minds of your team members. 
 

 Creating milestones and ‘wins’ along the way to implementing the 
changes. 

 
Remember, communication is key to the implementation of your strategies. Make sure your messages are clear and 
simple and they create the right attitude to the changes you wish to implement. 
 
 
The design of a health and safety measure or initiative should include the following stages: 
 

  
 
 

 
 
 
Remember that some of the measures and initiatives you implement are required for 
legislative purposes. If your program is required to meet legislative requirements, make 
sure that you check the full legal framework of the program. 
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In most cases, the necessary resources will fall into these categories: 
 

 Communications. 
 

 Equipment. 
 

 Work and storage space. 
 

 Financial. 
 

 Purchasing. 
 

 Human resources. 
 
 

 
 
One of the most important resource requirements is human resources. These are the people who help to achieve your 
goals and objectives. 
 
When determining the resource requirements, the following questions need to 
be considered: 
 

 Will the workload of the team allow them to complete all of their 
required tasks? 

 
 What is the current workload of people? 

 
 What are the required skills? 

 
 What are the current skills of the team? 

 
 Would it be more cost effective to outsource work? 

 
 Will training be required in order for the work to be completed? 

 
 Can the workload of the existing resources be balanced differently? 

 
 
 
 
You will also need to consider the physical resources required to complete the work. Consider the following questions: 

 
 Do you know where you can get the necessary resources? 

 
 Will you need to hire equipment? 

 
 What resource costs are involved? 

 
 Are there any limitations to the sizes or types of resources you can use? 

 
 Are there any safety considerations or requirements regarding the 

resources? 

 
When determining the required resources you will need to ensure that you stick within budget and financial guidelines. 
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The WHS Act includes the following key elements:  
 

 A primary duty of care requiring persons conducting a business or undertaking 
(PCBU) to ensure, so far as is reasonably practicable, the health and safety of 
workers and others who may be affected by the carrying out of work. 

 
 Duties of care for upstream parties such as designers, manufacturers, 

importers, suppliers and installers. 
 

 A requirement that officers of corporations and unincorporated bodies exercise 
due diligence to ensure compliance. 

 
 Workers must exercise reasonable care that their acts or omissions do not 

adversely affect the health and safety of persons at a workplace. 
 

 Reporting requirements for notifiable incidents such as the serious illness, 
injury or death of persons and dangerous incidents arising out of the business 
or undertaking. 

 
 Authorisations such as licences, permits and registrations (e.g. for persons 

engaged in high risk work or users of certain plant or substances). 
 

 Provision for worker consultation, participation and representation at the 
workplace. 

 
 Provision for the resolution of health and safety issues. 

 
 Protection against discrimination for those who exercise or perform, or seek to 

exercise or perform, powers, functions or rights under the Act. 
 

 An entry permit scheme that allows union officials to inquire into suspected 
contraventions affecting workers who are members, or eligible to be members, 
of the relevant union and to consult and advise such workers about health and 
safety matters. 

 
 Compliance and enforcement measures and sanctions, including enforceable 

undertakings. 
 

 Regulation-making powers and administrative processes, such as the review of 
decisions. 

 
 
 
 
 

2.3.1 WHS Regulations 
 
WHS Regulations specify the way in which some duties under the WHS Act must be met. They also prescribe procedural 
or administrative requirements to support the WHS Act (for example requiring licences for specific activities and the 
keeping of records). 
 
Regulations support the Acts by imposing mandatory requirements for managing 
WHS. 

 
They supplement the Act by providing more detailed information on duties that 
apply to specific hazards, other procedures and obligations. 
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2.3.2 Codes of Practice 
 
Codes of practice (also known as Compliance Codes) play a key role under the WHS legislation in providing guidance to 

assist duty holders to eliminate or control risks. 
 
They recommend practical instructions on how to meet the terms of the law and state ways to manage exposure to risks, 
for example: 
 

Some of the different Codes of Practice available: 

How to Manage Work Health and Safety Risks. 

Managing Noise and Preventing Hearing Loss. 

Hazardous Manual Tasks. 

Confined Spaces. 

Managing the Risk of Falls at Workplaces. 

Preparation of Safety Data Sheets for Hazardous Chemicals. 

Labelling of Workplace Hazardous Chemicals. 

How to Manage and Control Asbestos in the Workplace. 

First Aid in the Workplace. 

Managing Risks in Construction Work. 

Managing Electrical Risks at the Workplace. 

Welding Processes. 

Safe Design of Building and Structures. 

Excavation Work. 

Demolition Work. 

Spray Painting and Powder Coating. 

Abrasive Blasting. 

 
 
 
 
While a duty holder is not required to comply with codes of practice, they may 
be used in court proceedings as evidence of what is known about particular risks 
and what is considered reasonably practicable to control them. 
 
Every organisation is advised to obtain copies of codes of practice that are 
relevant to the workplace and the hazards faced during work. 
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The purpose of workplace safety policies and procedures is to ensure that individual 
tasks are carried out in a safe and routine manner. The WHS procedures will cover a 
wide range of topics, including: 
 

 Facilities and equipment, including: 
 Site access. 
 WHS arrangements for onsite contractors, visitors and members of public. 
 Safe operating procedures or instructions. 
 Hazardous substances use and storage. 
 Plant and equipment maintenance and use. 
 Dangerous goods transport and storage. 

 
 Hazard and risk identification and management, including procedures 

for: 
 Hazard identification. 
 Risk assessment, selection and implementation of risk control measures. 
 Hazard reporting. 
 Emergencies and evacuation. 
 Purchasing. 

 
 Continuous improvement of the system, including WHS audits and safety 

inspections. 
 

 The safety of individuals, including: 
 Incident and accident investigation. 
 Consultative arrangements for workers in the work area. 
 First aid provision. 
 Medical practitioner contact and attention. 
 Use and care of personal protective equipment. 

 
 
 
Locate the policies and procedures for your workplace and ensure that you are familiar with the specific requirements for 
your job role. If you are in doubt, ask a supervisor or WHS representative to explain them to you. 
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2.4.1 Awards and Industrial Relations 
 
It is important to be familiar with and understand the industrial relations legislation, including award and/or enterprise 

agreements that apply to your workplace. 
 
Awards cover a whole industry or occupation, while the terms and conditions of employment in enterprise agreements can 
be tailored to meet the needs of the workplace. 
 
An enterprise agreement may include: 
 

 Rates of pay. 
 

 Employment conditions. 
 

 Consultative processes and dispute resolution procedures. 
 
 
 

 
 
Within industrial relations legislation it is important to understand the laws 
surrounding recruitment and dismissal of workers. 
 
This will include the laws surrounding equal employment opportunity, dispute 
resolution in the workplace, and worker resignation and dismissal procedures. 
 
 
 
 

 
 
 

2.4.2 Privacy Laws and Confidentiality 
 

There are federal and state or territory legislation and regulations surrounding 
privacy. 
 
Under these laws, any personal information you acquire during your work 
activities must be kept confidential.  
 
This could include information relating to injuries or illnesses, occupationally 
acquired or not. 
 
 
 
 
 

 
 
 
You may also need to explain the requirements for the maintenance of records 
that relate to occupational injuries and disease.  

 
Each state or territory may have slight variations in this legislation, so it is 
advised that the most current requirements are checked before compliance is 
assessed. 
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2.5 Develop Means of Review and Evaluation 
 
Reviewing and evaluating the work-related health and safety measures and initiatives you help to implement is a crucial 
component of continuous improvement.  
 
You need to conduct reviews to ensure that the measures and initiatives are achieving their intended goals and to identify 
areas where improvements can be made. 
 

 
 
 

2.5.1 Surveys or Questionnaires 
 

Surveys or questionnaires can be used to find out the opinions of various people.  
 
They could be used to gauge satisfaction or gain feedback from staff or 
stakeholders. 
 
Surveys are often used to gain lots of information in a non-threatening way. In most 
cases, the respondents have the option to remain anonymous. This gives them 
more comfort to answer honestly. 
 

 
 
Surveys have many advantages and disadvantages including:  
 

Advantages: 

 Respondents can complete them anonymously. 

 They are cheap to administer. 

 They are easy to compare and analyse. 

 You can get information from lots of people. 

 You can get lots of data. 

 Many templates for questionnaires already exist so they can be easy to 
develop. 

Disadvantages: 

 You might not get careful feedback. 

 The way questions are worded can bias responses. 

 They are impersonal. 

 You may need a sampling expert. 

 You don’t always get the full story. 

 They can limit the responses given. 

 
The way the questions are worded will heavily impact the results of your surveys. It is important that the questions are 
carefully considered. It is a good idea to workshop them with your team to make sure they are well understood. 
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2.5.4 Focus Groups 
 

Focus groups are used to explore a topic in-depth through group discussion, such as 

reactions to an experience or suggestion or understanding common complaints. 
 
 
 
 
 
 
 

 
 
Focus group advantages and disadvantages may include:  
 

Advantages: 

 You can quickly and reliably get common impressions.  

 They can be an efficient way to obtain a range and depth of information in 
short time. 

Disadvantages: 

 It can be hard to analyse and compare responses from different groups. 

 You may need a good facilitator for it to be effective and to keep the group 
on topic. 

 
When using focus groups, make sure you are very clear about the purpose of the group. Formulate very clear questions 
or topics and try to keep the group on track in their discussions. 
 
 

2.5.5 Documentation Review 
 
Documentation reviews can be used to research an organisation’s operations without interrupting the work flow. 
 
This review is similar to a literature review but involves looking at workplace 
documentation. It includes: 
 

 Recruitment applications. 

 
 Financial documentation. 

 
 Memos. 

 
 Correspondence. 

 
 Meeting minutes. 

 
 Policies and procedures. 

 
 Client files. 

 
 Referrals. 
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2.7 Communicate Evaluation Results 
 

You will need to prepare a report to communicate the results of your evaluation.  
 
This will require you to use literacy skills so that you can effectively write and 
communicate the important details of your review and evaluation processes. 
 
Think carefully about why you are writing your report. This will help you select 
an appropriate tone, format and presentation style. 
 
When preparing your report, you need to consider who you are going to present 
it to. This is called your target audience. 

 
 
 
 
The way you present your document and the type of language you use will 
depend on the target audience. Some reports will have more than one audience. 
 
Where there are wide variances in target audiences, you may need to consider 
creating different versions of the same document. For example, you might 
provide a full report to senior management and then a summarised report to 
other stakeholders. 
 
 
 
 

 
Some information included in your report may be commercially sensitive, private 
or confidential.  
 
Your workplace will have policies and procedures covering who can access this 
type of information.  
 
You should check who has authority to view the information included in your 
report before distributing it. 
 

If you are in doubt, always ask a supervisor or manager before distributing information. 
 
 
 

2.7.1 Report Structure 
 
A report should be divided into the following broad divisions: 
 

 Preliminary material. 
 

 Body of the report. 
 

 Supplementary material. 
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2.7.1.3 Supplementary Material 
 

In a research report you will need to include a bibliography or references page.  

 
This should include all of the references or background information you referred 
to in your report. 
 
You may also need to include appendices. These will often be additional material 
required to support your claims, such as raw data or transcripts from interviews. 
 
 
 
 
 

 

2.7.2 Supporting Evidence 
 
You will need to provide evidence to support the conclusions or assumptions in your research report. 
 
Essentially, any statements provided need to be supported by factual detail. You need 
to check each of these as you edit your report. 
 
There are a number of ways that you can support your claims. You can use information 
provided by researchers or other significant writers or you can use evidence directly 
from your own research. 
 
Your evidence should be provided as: 
 

 Quotations. 
 

 Examples. 
 

 Statistics. 
 

 Photographs. 
 
 
 
You should be able to find information from your literature review or from your 
research subjects that can be used to support your claims. 
 
It is equally important to find information that does not support your claims. You can 
then argue against these points of view.  
 
Remember that you will still have to provide further evidence to justify why you oppose 
the claims. 
 
 
 

2.7.3 Recommendations 
 

As part of your report, you will need to include recommendations on 

preventative measures. The preventative measures you determine should be 
based on your results. 
 
Again, it is important to find information that does not support your 
recommendations. 
 
You can make a stronger argument for your recommendations if you 
acknowledge other points of view, then discount them with evidence in favour of 
your view. 




