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1.1 Introduction 
 

This training course is based on the national unit of competency BSBWHS405 
Contribute to Implementing and Maintaining WHS Management Systems. 
 
The unit applies to people who work in a broad range of WHS roles across all industries.  
 
It describes the performance outcomes, skills and knowledge required to contribute to 
the implementation and maintenance of a work health and safety management system 
(WHSMS) as it applies to an individual’s work area and job role. This includes individuals 
who are required to contribute to an organisation's WHSMS as part of their work health 
and safety (WHS) responsibilities. 

 
The materials in this training course cover contributing to: 
 

 Developing and promoting WHS policy. 

 WHSMS planning. 

 Implementing the WHSMS plan. 

 Evaluating WHSMS performance. 

 Reviewing and improving the WHSMS. 

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. 
 
 

1.1.1 Common Terms and Definitions 
 

Term Definition 

Due Diligence 
A responsibility to ensure that the PCBU is doing everything it should to 
ensure health and safety. 

Duty Holder Any individual who has a responsibility under WHS legislation. 

Health and Safety 
Representative (HSR) 

An elected person in the workplace who represents employees in the 
workplace on WHS matters. May also be referred to as WHS representative. 

Person Conducting a 
Business or Undertaking 
(PCBU) 

A ‘person conducting a business or undertaking’ (PCBU) replaces the term 
‘employer’. A PCBU includes all employers, sole traders, principal contractors, 
unincorporated associations, partnerships and franchisees. Volunteer 
organisations that also employ people will be PCBUs. 

A PCBU’s primary duty of care is to ensure the health and safety of everyone 
in the workplace, so far as is reasonably practicable. 

Officer 
An ‘officer’ is a person who makes, or participates in making, decisions that 
affect the whole or a substantial part of a corporation. 

Reasonably Practicable 
Reasonably practicable is defined as action that is, or was at a particular 
time, reasonably able to be done to help ensure health and safety of others.  

Worker 

‘Worker’ replaces the term ‘employee’. It is defined broadly to mean a person 
who carries out work in any capacity for a PCBU. The term ‘worker’ 
encompasses employees, contractors, sub-contractors (and their employees), 
labour hire employees, outworkers, apprentices, trainees, work experience 
students and volunteers.  
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1.2 WHS Duty Holders 
 
It is essential that everyone in the workplace is aware of their WHS duties and responsibilities. 
 
Having a clear sense of what everyone’s role is according to the WHS policies and procedures within the workplace is an 
excellent starting point in fostering an organisation culture that prioritises the safety and wellbeing of all stakeholders.  
 

 
 
 
 

1.2.1 Identifying Duty Holders 
 
A duty holder is any person in an organisation with WHS duties as specified in federal 
or state legislation. More than one person can have more than one duty and more than 
one person can have the same duty at the same time. 
 
You will need to identify the stakeholders in your workplace who are duty holders and 
therefore have roles, duties, rights and responsibilities which may be relevant in the 
development and implementation of your WHSMS plan.  
 
Your relevant state/territory’s WHS authority may have a code of practice that assists 
you in identifying the individuals and parties specifically required to be involved in this 
process. These individuals and parties may include: contractors and subcontractors, 
customers, duty holders as specified in WHS Acts, suppliers, unions. WHS entry permit 
holders and WHS regulatory bodies. 
 
 
 

Review Questions 
 

1.  What is a duty holder? 
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1.3 Determine WHS Duties, Rights and 
Responsibilities 
 
In order to develop an effective WHSMS within your workplace, it is important that you 
stay up to date with relevant legislative and organisational policies and procedures. 
 
 
 
 
 
 
 
 

1.3.1 Legal Framework 
 
WHS legislation forms the basis of all requirements for worksite and equipment safety including materials handling and all 
other work activities. The aim is to ensure the safety of everyone working on or visiting the site. 
 
You may need to collect and review information from a range of external WHS information sources, including: 
 

Laws/Rules Explanation Example  

Acts 
These are legal requirements that must be 
followed. Failure to meet these 
requirements can lead to prosecution. 

Work Health and Safety Act 

Regulations 

Regulations support the legislation by 
providing more detailed information on 
duties that apply to specific hazards, other 
procedures and obligations. Regulations 
cover general requirements for hazard 
identification, risk assessment and risk 
controls for risk areas. 

Work Health and Safety 

Regulations 

Codes of Practice 

Codes of practice are a set of ethical and 
safety principles guiding the way the 
organisation operates. They are not 
mandatory, like laws, but are voluntary 
codes. They provide practical guidance on 
how to meet the standards set out in the 
WHS Act and the WHS Regulations. 

Code of Practice: How to 
manage work health and 
safety risks 

Australian Standards 

These provide details and guidelines around 
the minimum requirements for a job, 
product or hazard control. They set out 
specifications and procedures designed to 
ensure products, services and systems are 
safe, reliable and consistently perform the 
way they were intended to. 

AS/NZS ISO 45001:2018, 
Occupational health and safety 
management systems – 
Requirements with guidance 
for use 

 

AS/NZS ISO 31000:2018 Risk 
Management – Guidelines. 

 
External WHS information may be used by employers or employees to confirm 
compliance and stay up to date with the rules and regulations outlined in standards and 
legislation, including WHS duties and responsibilities. 
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1.3.1.1 Harmonisation of WHS Legislation 
 

In response to industry calls for greater national consistency, the Commonwealth, 
states and territories have agreed to implement nationally harmonised WHS legislation 
to commence on 1 January 2012. 
 
Harmonisation aims to develop consistent, reasonable and effective safety standards 
and protections for all Australian workers through uniform WHS laws, regulations and 
codes of practice. 
 
While not all states and territories have actually implemented the model WHS legislation 
as of the start of 2020, it is important to be aware of these changes, as all states and 
territories will eventually implement them. 

 
 
 

1.3.1.2 Key Elements of WHS Legislation 
 
The legislation you are required to follow in the workplace will vary depending on the industry and the nature of the work. 
There are a number of common elements within WHS legislation and acts that apply to all workplaces, these include: 
 

 
 
Officers may exercise due diligence by implementing a WHSMS to ensure the workplace 
is safe and compliant with safety legislation. They must proactively enforce safe 
systems of work to protect the safety of others in the workplace and actively monitor 
these to ensure they are effective.  
 
Safety measures are considered reasonably practicable when they are in alignment with 
what is or was at a time reasonable action to take to eliminate or minimise risk in the 
workplace. When assessing what would be a reasonable safety measure, it is helpful to 
first consider what can be done to mitigate the risk, and then whether that is 
reasonable. Essentially, whatever can be done to make the workplace a safe place 
should be done unless it is unreasonable, and the implementation of a less involved 
process would be sufficient to reduce risk to an acceptable level within the workplace. 
 
Many of these concepts are considered to be part of an organisations ‘duty of care’. 
Duty of care is a legal obligation to adhere to a standard of reasonable care when 
performing acts that have the potential to harm others.  
 

Everyone on a worksite has a legal responsibility under duty of care to do everything 
reasonably practicable to protect others from harm. This is done by complying with safe 
work practices, including activities that require licences, tickets or certificates of 
competency, or any other relevant state and territory WHS requirements. 
 
It is important that you speak with your health and safety representative (HSR) or 
supervisor for more information on how these elements will affect your day-to-day 
operations, or if you have any concerns relating to health and safety. 
  Eva
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1.3.2 Organisational WHS Policies and Procedures 
 

Workplace policies and procedures are needed to ensure that work is conducted 
safely, efficiently and systematically. Their aim is to enable quality requirements and 
timeframes to be met, and to assist in preventing injuries to workers and damage to 
goods or equipment. 
 
Each industry could have specific hazards that need to be accounted for and these 
will be documented within the WHS policies and procedures for your business.  
 
Organisational policies and procedures may include safe work practices. These are 
the recognised or recommended way of dealing with any potential or identified 
hazards found on site. 
 
WHS policies should be used to confirm the management support for the health and 
safety system used within your business in a specific way.  
 
All procedures need to be written with site conditions in mind. 
 

 
 

1.3.2.1 Work Method Statements (WMS) 
 
Work method statements are required under national legislation for any project 
which has a high level of risk, usually these kinds of projects are those involving 
large scale construction projects with multiple contractors on site. 
 
This is a document that identifies on-site activities which have a high level of risk 
and may jeopardise the health and safety of people on site. A WMS identifies how a 
workplace is managing risks as well as how risk management procedures are to be 
implemented, monitored and reviewed. 
 
The purpose of a WMS is to assist PCBUs and other relevant stakeholders in 
managing risks. 
 
A PCBU is responsible for the preparation of a SWMS, or for making sure one has 
been prepared before construction work starts.  
 
Workers and, if applicable, HSRs must be consulted when preparing a WMS and 
when the document is reviewed.   
 
Contractors may supply their own WMS and, in some states and workplaces this is 
referred to as a Job Safety Analysis (JSA).  
 
 
 

1.3.2.2 Training and Induction 
 

All staff members need to be trained in appropriate conduct to maintain WHS in 
the workplace. This includes the correct use of PPE, how to operate machinery 
and emergency evacuation procedures. 
 
It is the responsibility of the PCBU, and part of their due diligence, to ensure this 
training takes place and is of an appropriate level to meet the WHS needs and 
requirements of the involved personnel.  
 
It is good practice to conduct an induction with new workers where all of these 
procedures are explained to ensure a good understanding and to minimise risks.   
 
It is important to revisit safety protocols with staff regularly through team 
meetings to ensure it is embedded into the organisation’s culture and remains 
front-of-mind for all employees.  
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1.3.2.3 Return to Work and Injury Management 
 
When an injury or illness occurs, it is the PCBU’s responsibility to make sure the injured 
worker receives appropriate medical treatment and assessment. They must also record 
all the details of the injury or illness and provide the worker with the relevant 
information about return-to-work procedures. 
 
A return-to-work program summarises the key system that the PCBU has in place to 
manage workers with injuries or illnesses.  
 
The program should reflect the culture, business practices and environment of the 
workplace. It must also be consistent with the insurer’s injury management program. 
 
When the worker is able to return to work in a limited or different capacity, the PCBU 
must provide them with suitable employment or retraining opportunities. 
 
 
 

1.3.3 WHS Responsibilities of Workplace Personnel 
 
WHS responsibilities vary depending on the job role of the individual in question. As a guideline, the following table shows 
some general responsibilities for duty holders in a workplace setting.  
 

Stakeholder WHS Responsibilities  

Organisation (PCBU) 

A PCBU has a primary duty of care to maintain a safe working environment 
for workers and to ensure work activities do not pose a risk or hazard to 
others. Amongst other things, the PCBU is required to consult and 
communicate with workers on matters of WHS.  

Managers & Supervisors 

Managers and supervisors are required to implement and monitor the 
effectiveness of required WHS policies and processes within their work area. 
They must also provide adequate safety information and training to all staff 
reporting to them.  

Workers 

Workers must cooperate with WHS process and procedures and take 
reasonable care to ensure their actions do not impact the health and safety 
of others in the workplace.  

A worker should report any potential risks or hazards to their PCBU or HSR as 
soon as possible and work with them to resolve WHS issues including 
participating in consultative processes.  

Health and Safety 
Representative (HSR) 

Workers may request the election of a HSR to represent them on matters of 
WHS. A HSR can streamline the consultation process by having a single 
official advocate on behalf of workers to the PCBU. The HSR may undertake 
targeted WHS and consultation training to optimise their performance. 
Having an elected HSR may be of benefit to those working in large 
organisations where there would otherwise be many stakeholders to engage 
with when making WHS decisions.  

 
If you are ever unsure of your own WHS duties and responsibilities or those of someone else, talk to your supervisor, 
manager or HSR. 
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Review Questions 
 

2.  What are codes of practice? 
 

 

 

3.  What is the purpose of WHS legislation and acts? 
 

 

 

4.  Who could you speak with if you have any concerns relating to health and safety?  
 

 

 

5.  Why are WHS policies and procedures needed? 
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6.  When is a safe work method statement (SWMS) necessary under national WHS regulations? 
 

 

 

7.  Who must be consulted with and trained when new WHS procedures or policies are introduced? 
 

 

 

8.  Whose responsibility is it to make sure an injured worker receives appropriate medical treatment? 
 

 

 

9.  Who may represent workers on WHS matters? 
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2.1 Effective WHSMS 
 

Your role requires you to take part in contributing to planning, implementation and 
review of a workplace health and safety management system (WHSMS).  
 
All workplaces should have a documented health and safety management system to 
ensure all work is completed safely and meets the WHS standards outlined in the 
WHS Act, WHS legislation and regulations. More than that, a systematic approach to 
WHS ensures that the policies and procedures established in the workplace to 
protect workers and visitors evolves naturally with the work and personnel. It does 
this through worker consultation, feedback, review and monitoring. 
 

To create an effective health and safety management system, you should consider: 
 

Consideration Application  

Commitment and 
Accountabilities 

Senior management must be involved and committed, organisational 
structures should be in place and WHS responsibilities clearly assigned. 

Consultation Health and safety considered in job design. 

Design of Work 
Good work design in place, workplace inspections, incidents are investigated 
and reported appropriately. 

Hazard and Risk 
Management 

Risk is monitored and evaluated according to established processes. 

Health and Safety 
Committees 

Committee formed from workers and managements to review and create 
WHS policies and procedures. 

Monitoring and 
Evaluation 

WHS management system audit, proof that WHS policies and procedures are 
documented and reviewed, emergency procedures in place. 

Policies and Procedures 
Consultation with relevant stakeholders when policies and procedures are 
created. 

Training All workers have the necessary training to complete their work safely. 

 
 
 

2.1.1 Planning a WHSMS 
 
A WHSMS is a strategic document that sets out your organisation’s approach to health and safety management. 
 
Planning a WHSMS may include a range of elements such as: 
 

 Objectives and targets (short term and long term), and how and when they 
will be achieved. 

 Compliance with WHS legislation. 

 Effective injury and claims management including return-to-work procedures. 

 Identification of hazards and control of risks, including how often risk 
assessments will occur, who will conduct them and how they will be performed 
and documented. 

 Roles and responsibilities – who is responsible for what in the plan. 
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Other aspects you may need to consider are: 
 

 Budget – allocated funds for health and safety management including 
provisions for training, resources, equipment and maintenance. 

 Consultation Strategy – how will you facilitate contributions from staff, 
provide information and solicit feedback. 

 Resources – including administrative support, record keeping facilities and 
information. 

 Timelines – deadlines for achieving goals as well as frequency of audits, 
housekeeping inspections and reviews. 

 Evaluation Procedures – including how the plan will be monitored and 
reviewed. 

It is essential that the approach taken to planning, implementing and managing WHSMS is systematic. This will help all 
those involved to understand their responsibilities and how to manage them. A systematic approach also creates a 
framework that can be audited to ensure compliance and allow for continuous improvement. 
 

You may need to refer to a range of legislative and regulatory documentation when 
developing a WHSMS to ensure it is effective and comprehensive. 
 
The structure of a WHSMS is commonly based on the Australian/New Zealand 
Standard AS/NZS ISO 45001:2018, Occupational health and safety management 
systems.  
 

It is important to recognise that a WHSMS is ongoing. It is not a process that you complete from start to finish but rather 
an ongoing, systematic approach to the management of WHS hazards and their associated risks in the workplace. This 
type of approach is based on a Plan, Do, Check, Act cycle: 
 

 
 
The premise behind this system is that you: 
 

 Plan how you will manage the system. 

 Implement the systems. 

 Check the effectiveness of the system. 

 Act on any areas requiring improvements. 
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2.1.2 Consultation and Communication in Planning the WHSMS 
 
All relevant stakeholders should take part in and contribute to the planning and implementation of a WHSMS in the 
workplace. 
 
Stakeholders involved in the consultation process may include: 
 

 Workers. 

 Managers and supervisors. 

 Top-level management staff. 

 WHS committees. 

 HSRs. 

 Other relevant stakeholders. 

The WHS Act details when and how consultation should occur in respect to WHS in the workplace.  
 
The main objective of consultation is that it ensures all relevant stakeholders are fully informed of the risks, affected 
workers and risk controls being considered in newly implemented or adjusted WHS policies or procedures.  
 

Stakeholders will need to be kept informed about the planning process of the WHSMS. 
Make sure you provide regular updates and keep communication channels open in line 
with your organisation’s communication procedures. 
 
It is important to allow everyone a chance to contribute ideas or suggestions to the 
management system and to be involved in reviewing and/or revising it on a regular 
basis. 
 

 
 

2.1.2.1 Consultation Processes 
 
Consultation can be undertaken in a variety of ways; it can be formal or informal. 
 
If there is a nominated HSR or committee in the workplace then the consultation 
may be conducted via these channels.  
 
Consultation arrangements should be established in a way that considers the most 
suitable methods within the context of the individual workplace. This can involve 
assessing the size of the organisation, the nature of the work undertaken and what 
is the most practical approach for the workers themselves. 
 
It is important that all workers have the opportunity to be involved in the consultation process, this includes shift workers 
and those working remotely.  
 
If regular discussions already occur between management and the workers, through team meetings for example, then 
consultation may be integrated into those existing processes.  
 
In some scenarios may be necessary to employ a mix of consultation methods to cater to the needs of all workers.   
 

For large scale consultations, sometimes an external consulting professional may be 
employed to carry out the process. This can also assist in removing any potential for 
bias in the consultation process by having a third party come in and conduct the 
consultation process.  
 
When planning a new system, policy or process consultation should start as soon as 
possible to ensure that workers and other stakeholders are involved in the process from 
the start. 
  Eva
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2.1.2.2 WHS Committees and Representatives 
 

To ensure consultation occurs, workplaces may establish both a WHS committee and a 
health and safety representative (HSR).  
 
Other agreed arrangements may also be established, depending on the business or 
organisation.  
 
The WHS committee involves a representative group coming together to improve the 
organisation’s systems for managing health and safety.  

 
Benefits of a WHS committee include: 
 

 Ongoing and structured discussions with a cross-representative group on 
matters of WHS. 

 Fostering co-operative methods of addressing WHS issues. 

 Engaging a larger group of workers can aid in improved retention of WHS 
information. 

A committee can be beneficial for large organisations with many differing stakeholders 
and departments. 
 
The HSR is a nominated worker who is representative for a designated group of 
workers. 
 
Legally, employees have the right to request the election of an HSR. The election of an 
HSR must be participatory, considering the views of all workers. 
 
HSRs must be consulted on any matter that will impact or may possibly impact the 
health and safety of employees. 
 
 
 

2.1.3 Hazard Identification and Risk Management 
 
Your WHSMS should document and address hazards and risks within the workplace, as well as measures put in place to 
manage risk.  

 
A hazard is a thing or situation that has the potential to cause injury, harm or damage. 
 
A risk is the chance of a hazard hurting someone or causing damage. 
 
If you can remove or at least control a hazard, you can reduce the risk involved. 
 
You cannot assess a risk until you identify the hazard. This is because you need to be  
aware of the hazard before you assess and control the underlying risk. 
 
Risk management is the process of reducing or managing the risks when working 
with a hazard or in a hazardous situation and should take into consideration the context 
of the organisation and workplace.  
 
The identification and control of hazards and risks is a fundamental part of keeping any 
workplace or situation ‘safe’. 
 

It doesn’t matter if the consequence is physical, emotional, mental, financial or legal. All care must be taken in all aspects 
of the workplace to ensure that harm is always avoided or minimised. 
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In general, the risk management process will usually include the following steps: 
 

1. Inspect work sites and conditions for hazards: check the work 
environment as well as the tasks being done. This includes looking at how 
tasks are completed. During your inspection you need to make a note of any 
hazards that you identify. 

2. Check instructions, procedures and other documentation for 
guidelines on how to control any hazards you have identified: make 
sure you are reading the latest information and take steps to apply any safety 
requirements listed in the instructions to manage hazards.  

3. Identify and assess hazards that are not covered in instructions, 
policies or procedures: look closely at these hazards and work out how bad 
they are. You can do this using a process called risk assessment where you 
work out the level of the risk by looking at the likelihood and consequence of 
the hazard occurring. 

4. Determine if hazards pose an unacceptable risk: look at site or 
organisational policies and documentation to work out if the risk associated 
with a hazard are classified as unacceptable. Unacceptable risks need to be 
managed before work is allowed to continue. The way you manage these 
hazards will depend on a range of factors. 

5. Collect information and update documents and instructions: update 
existing policies, procedures and instructions to manage hazards that have a 
relatively low risk level. Gather information relating to the hazard and update 
them to manage the risks. Then implement the new instructions and see if 
further action is required. 

6. Identify hazard controls for more serious situations: look at all of the 
possible options for managing hazards and lowering risk levels for any 
remaining hazards. This will include looking at resources required to carry out 
any controls and working out if they are a practical and realistic solution to the 
problem. 

7. Determine the best options for controlling hazards: decide on the best 
course of action and prepare a detailed plan outlining exactly what you want to 
do. This plan will need to be approved before you can take any further action. 

Most organisations already have a risk management process in place. You should integrate your organisation’s existing 
risk management process into the WHSMS if it is available. 
 
Safe Work Australia has a code of practice: How to manage work health and safety risks. This document provides more 
information about risk management. 
 
 

2.1.3.1 Identifying Workplace Risks and Risk Controls 
 

Your organisation should have a risk register which will list all known hazards and risks 
and the current risk control measures that are in place. Other documentation that may 
provide insight into workplace risks includes work methods statements (WMS), WHS 
audit results, incident reports or compensation claim information. 
 
As part of the planning process, you should review this documentation to familiarise 
yourself with the hazards and associated risks within in your workplace and incorporate 
it into the WHSMS.  
 
If this documentation is not available, you should refer to your organisation’s policies 
and procedures as well as tools, equipment, training and instructions which may be 
relevant to the risks you have identified. 
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